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SINGLE FAMILV MORTGAGE NOTES STSTEM (SFMNS) 


CHAPTER U SYSTEM OVERVIEW 


1-1. BACKGROUND . On January 17, 1983, HUD implemented an 

automatecf account! ng and servicing system for Its single 
family mortgage notes portfolio. The Single Family Mortgage 
Notes System (SFMNS) utilizes a computer software system as 
its base and is supported by the HUD Tel ecommuni cations 
Network (HTN-II). The System provides for direct terminal 
entry of account data as well as direct terminal access to 
account records by Headquarters and field offices. The data 
base Is updated immediately when data 1s entered, and new as 
well as existing data may be displayed immediately. 

1-2. PURPOSE OF THEGUIDE . Effective with the conversion to the 
ne^ System , HuO rev is ed many of its servicing procedures. 
This Guide provides the loan servicing staff with an 
understanding of the revisions as well as the knowledge 
necessary to enter and retrieve data from the System. The 
revision of the Guide includes those instructions issued as 
numbered System memorandums through September 1986. 

1-3. ORGANIZATION OF THE GUIDE. The Guide provides the 

ToTTovnTTgT*^ 

A. An overview of the System (Chapter 1) 

B. Information about the terminal (Chapter 2) 

C. Use of the System for training purposes (Chapter 3) 

0. Procedures for data entry and retrieval (Chapter 3) 

E. An overview of the accounting and servicing System 
(Chapter 4) 

F. Field office servicing and file maintenance procedures 
(Chapter 4) 

G. Reports generated by the System (Chapter 5) 

H. Appendi ces 

1. Glossary of Terms 
0. Index 
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1-4. DATA t'NTRY, Th(‘ Systpm allows separation oT s('rvicinq 

functfons from financial functions. Descriptive data to 
establish and maintain a new account is entered into the 
System by keying data directly onto account screens. 
Financial data is entered into the System through the use of 
financial transactions entered by Users. Financial activity 
is OFA‘s responsibility. Field staff, however, will perform 
those financial transactions necessary to establish new 
accounts in the System. 

A. Use of Trained Personnel . Data entry and file 

maintenance is a comp 1 Teat ed process that requires a 
thorough knowledge of the System, Decisions for file 
maintaining the accounts and the completion of the 
account data input form are the responsibility of the 
servicer who has been trained in the servicing of 
Secretary-held mortgages. The actual input of the data 
may be performed by either servicers or clerical staff 
as long as they have thorough training in that process. 
Because of the complexity of the System only properly 
trained staff may perform the various functions. 

>^nowledge of the System . Servicers must know the names 
0 f t he Data B a s e M a n a g e r s and the Regional Systems 
Coordinators (See paragraph 1-12.), Data Base Managers 
and Regional Systems Coordinators must be familiar with 
the System. Where the System is not responsive to the 
needs of offices and, in order for Headquarters to 
identify problems with the System, the field staff 
promptly inform Headquarters, If trained staff are 
relocated to other positions or leave the Department, it 
is the responsibility of the regional and field office 
management to train other staff to take their place. 

1-5. DATA CORRECTION . Information on account screens can be 

added t o , c o r r e c t e d , or deleted. The procedure is called 
file maintenance (FM). Information entered as financial 
transactions, however, must be corrected by use of another 
transaction which reverses the entry. Field offices will 
not reverse financial transactions. For reversals, call the 
Service Center (755-6485), Additionally, some screens and 
certain financial fields on a screen are password -secu red 
and cannot be altered without use of the appropriate 
password. 

1-6, DATA RETRIEVAL . Individual account data can be retrieved by 
use of i nqui ry commands (IQ). Data displayed on the screen 
may be printed on associated line printers. 
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COMP UT F.k SUPPOI^T. The host computer for the System is 
located at ~C*a mp I i i 1 1 , Pennsylvania. A H o ri (\y w e i I L e v (' I - (i 
acts as a pass-through in the tel ecommuni cai ions network 
that connects the host computer at Camp hi i I to the 
Hon eywel 1 compu ter terminal where data is entered and 
retrieved. 

OPERATIN G HOURS. The System operates Monday through Friday 
from ATT toT"PM Eastern Time and on Saturdays from 8 AM 
to 5 PM Eastern Time, If the System will not open on a 
Saturday, Headquarters will notify your office by memorandum 
or telegram. Just prior to COB on the Friday before the 
Saturday on which you plan to use the System, check to 
determine if such a memorandum or telegram was received by 
your office. Also, make certain that your Level-6 operator 
will work on the Saturday when you want to use the System, 
Field offices must schedule their System workload within 
these time frames , 

1 ” 9 . F I ELO OF F I C ES. Each field office operates as a branch 
ol^f i ce i n tTTe System and has a field office code (See 
Appendix 4,). The code is used to segregate accounts by 
field office, 

SERVICING FUNCTIONS . The System provides field office 
Te r vl c i n g ^s^t a f f w ft h essential information needed to service 
accounts. This includes payment information and delinquency 
data, escrow analyses, payoff figures, and accounting for 
late charges. The System provides field offices with 
current information on account status and relieves the field 
of the responsibility of collecting and depositing payments. 
The System uses a central lock box depository. 

accounting FUNCTIONS . The instructions and procedures in 
this Guide include many of the Single Family Mortgage Notes 
accounting functions for which the Office of Finance and 
Accounting, Post Insurance Division, is responsible, 

1-12. SYSTEM COORDINATORS AND DATA BASE MANAGERS . To ensure 

op t i m urn uT^ o f t he $y s t e m , H e a d q u a r t s~ uT e s Regional System 
Coordinators (SC) and Data Base Managers (DBM). This is in 
accordance with the revised Regional Office Organization 
Handbook 1170.1 REV-4, paragraph 3-3q. and the revised Field 
Office Organization Handbook 1171,1 REV-3, paragraph 
3-3b(8), Each Regional Office must appoint a System 
Coordinator and send the following information to the 
Secretary-held and Counseling Services Branch and OFA's 
Service Center: SC‘s name, title, telephone number, and 
pouch mail code, including any changes. 


1-3 


7/86 



^ t or di nato rs . The SC i"^ responsihlo for 

cobT(Tl*nain*hg anTT' co'nt rol 1 1 ng SFMNS directives to the 
field offices. The SC also serves as a sounding board 
for serious System-related problems that field offices 
encounter. Whenever the SC cannot resolve a matter 
locally, he or she will contact the Chief, Secretary- 
held and Counseling Services Branch in Housing, or the 
Chief, Single Family Notes Branch of the Office of 
Finance and Accounting (OFA), who is responsible for the 
Service Center. The specific responsibilities of the SC 
are the following: 

1) SFMNS Numbered Memorandums 

a. Maintain a file of all memorandums 

b. Assure that DBMs receive copies of all 
memorandums from Headquarters; provide DBMs with 
copies when they do not receive copies from 
Headquarters or misplace their copies 

2) Serve as the contact point for DBMs 

a. Attempt to resolve System problems 

b. Deal with inadequate or no response from Service 
Center or Secretary-held and Counseling Services 
Branch . 

c. Interpret System changes, additions, or 
cor recti ons 

d. Interpret System reports to field offices and 
assist them in the use of the reports 

3) Compile various data requested by Headquarters 

^1) Assure that field offices appoint DBMs and provide 
Headquarters with DBM information as set forth 
be! ow. 

5) Notify the Chief, Secretary-held and Counseling 
Services Branch, and OFA's Service Center of any 
changes regarding the DBMs. 

Data Base Managers . Each field office must appoint a 
Data Base Manager. The DBM should be a senior servicing 
staff person who has a thorough knowledge of and 
experience with SFMNS. This person might be the Branch 
Chief or Section Chief of Loan Management or a 
Supervisory Loan Management Specialist. 
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1 ) 


2) 




teujhone n^Iber “"and ^"“1,^'’'' "^''■ 

Coordinator 1 rnraed i a t el ?'’unnn'"‘* " 

The DBM has the fol 1 ow^ng^espons1 Kn i M ,4’! 

■^pIll^fnTETlsf^* fo"o«'i.; 


a. 

1) . 

c . 

d . 

e. 

f • 


memoranduL^^^^ numbProd 

O^a^n servicing staff receive cn,,,.-.,- 

or an System memorandums 

Interpret System memorandums to servicers 

Resolve System problems within the field offi-.,* 

Contact the Service Center or the Secret ary-h^^l.i 
and Counseling Services Branch 

Provide DMB information to the SC 


^ ^ ^ P_!“ ^ T 1 0 N . The resolution of problems requires the 

use of a tiered^ set of resources. Using these resources in 
the following order will conserve staff time and enhancp a 
user*s capacity. 


Us ers Guide . ALWAYS CONSULT THE USERS GUIDE FIRST. Use 
TTs taTiTe of contents and index to locate System 
1 nf ormat ion. 

B, Data Base Manager . When you cannot locate help in the 
’6u llTe » cons u 1 1 y”ou r OBM. 

C . Service Center and Secretary-held and Counseling 

’$ e~"rvTc~e s & r a n cF . the O&Hdr TeTvi cer , 'sub jeer to any 
1 oca ITy required supervisory reviews or approvals^ 
should contact either the Center or the Branch, 
depending upon the nature the oroblem. As general 
rule, call the Service ' 
payments, disbursement' 
analysis. Call the Br. 
messages, corresponden 


1 - 



n Svstem Coordinator. If neither of the above two offices 
r^f^eTTFeproBTern or is un respons 1 ve » the DBM calls 

the SC. 

E Headauarters Branch Chiefs, If the SC cannot resolve 
Fhe probreirTTFe SC wifi Fall the Chief, Single Family 
Notes Branch in OFA or the Chief, Secretary-hol d and 
Counseling Services Branch in Housing, 
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CHAPTER 2. USING THE HTN 11 TERMINAL 


TERMINAL.. The workstation for single family mortcjacje 
data* ehtFy'Tfi^o the System is a Honeywell VIP /?00 (Visual 
Information Projector), usually referred to as a "VIP". 
Switches on the front and back panels require correct 
settings for the VIP to operate properly. Except for the 
on/off and brightness controls, these switches are not 
normally changed once they are set. 

THE KEYBOARD . The keys are divided in three types, 

A' Text Entry Keys . These keys are similar to keys on a 
typewriter. They display and enter onto the screen and 
into the data base, numbers, letters, symbols, and 
punctuation marks. When performing data entry, you may 
depress a particular character key and the System will 
respond with a "beep" instead of displaying the 
character on the screen. This means the character is 
not permitted in the 1 ocat i on (field) wher e you try to 
enter it. Comma rT^x ampins of thi s TTTuat fon are letters 
TnTfTeTds requiring numbers. Erroneously entering data 
in a field not required by HUD may cause problems with 
the System. You should NOT experiment with the 
keyboard . 

® * Cursor Movement Keys . The cursor is the pulsating 
rectan^e of light that appears on the screen. It 
indicates where the next character will appear when a 
character key is depressed. 

Arrow keys . You may use the arrow keys to move the 
cTrs or snort distances within a field. A field is 
one or more related character spaces within which 
you may enter data. 

move the cursor long distances, depress 
this key and an arrow key at the same time. 

3) return and DEI keys . When ’ 
cursor from one field 

to move forward and th' 

4) LF, This key moves the cursor vertical ai^na . - 
Teft-hand edge of the screen. 

C. Control keys . Use these keys to perform the indicated 
System functions . 
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1) CAPS LOCK - This key must be in the "down" 

position. 

2 ) XMIT (Transmit) - Use this key to enter data during 

the file maintenance mode and to 
display additional account data 
on certain screens. 

3) CLR (Clear) - This key clears alj_ data from the 

screen. It does not clear data out 
of the System. USE WITH CAUTION. 

4) CTL (Control) - Use this key in conjunction with 

other keys as part of the process 
to log off the terminal and to 
print data displayed on a screen. 
(See paragraphs 2-5e and 3-8.) 

5) RETURN - Use this key to move the cursor to the 

first character space in the field after 
the one In which the cursor is located, 

6) DEL - Use this key to move the cursor backward to 

the first character space of the field 
i inmedi ately prior to the one in which the 
cursor is located, 

7) ERASE EOP/EOL - USE THIS KEY WITH CAUTION to erase 

all or part of an entry in a field. 
For example, if the cursor is in 
the fourth character space of a 
ten -character field and you depress 
this key, you will erase all data 
in character spaces four through 
ten. The cursor will immediately 
return to the fourth character 
space of that field. 

8) ERASE EOP/EOL and SHIFT - If you want to erase an_ 

data from a screen, hold 
the SHIFT key down while 
you depress the ERASE 
EOP/EOL key. USE THIS 
COMBINATION OF KEYS WITH 
CAUTION. 

Space Bar - Use the space bar to delete entries 
in individual or multiple character 
spaces . 
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'>• thoso C.nntrol ki.y .).•■,,, 

above apply to our use of tho Tho tr,,. ,t 

keys may cause problems and must not he 

2-^* SYSTEM SKCU 1UTY> Although the terminal and U's , 

may i)e turned o"n , data may not be accessed, entert-u <w 
changed without the terminal operator having sppcifu' 
authority. 


Ob j ect i ve . The objective of the security progri*' ' , “ 
safeguard the data base of Secretary -held mortgajH, 
the System and achieve a more effective accounta^'!.'*,. 


C. 


Individual User Restriction . The security proqf.i"^ 
restricts the number of persons authorized to entwr, 
modify or inquire upon account data. The progr^'^ 
restricts the activities- -new account setup, 
maintenance, and inquiry --available to individual 
users , 


Fi el d Office 
accounTT 


Rest ri ct i on . 
file 


Each 

mai ntai n and 


'i ^ 


■i r\ 

t ♦ 


D. 


field office car. rt ’ 

new accounts, nie maintain anu inquire upon aU 
accounts under its jurisdiction. Regional OffiCM r* 
can perform file maintenance (FM), including new .iw 
setup and inquiry (IQ) upon accounts under their ./ir. 
jurisdiction. When Regional staff need to access 
accounts for field offices within the Region, th.y c 
iq those accounts; they cannot FM s- 

example of the latter staff is the SFMNS Regional s, 

Coordi nator . 

Re. pon.lbllitV for Sec ^, Jh® Secretary-hnl,. 

relating to the security program. 

users AuthoHzati^. The ^l^^e^sl^fr^h: '.r^r 

^et by HeadqlTiTters and field office 

the system. 

1) Headquarters must jed^W^hruser^s’^super- 

' System functions recommended oy Headquarters. 

visor. This authorization Services 

through the vidua! authority m 

Branch, The authorization inrticatt^s 

System user'may perform ( ^ ^ 

copies of the repui 
Chi ef s . ) . 
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Z) Hvery iisi'r must havfi an individual tc^llor numb or 
a s s i () n e d . 

3) Fvpry user must have an individual CONT 1 DENT I AL 
password . 

4) Every user must log on the System by using his or 
her teller number and password. 


F. Scope and Authority Levels . The security program 
aTfects alt activities currently available to field 
staff--new account setup, including financial 
transactions; file maintenance; and inquiries. The 
following authority levels are available. 

1) Level 1 - inquiry only 

2) Level 2 - file maintenance and inquiry of existing 

accounts 


3) Level 3 - new account setup, file maintenance and 
inquiry 


NOTE: For Regional office staff who must IQ 

accounts in the Region’s field offices as 
well as IQ and FM their local accounts, you 
must select two 1 evel s-~Level 1, 2 or 3 to 
access your local accounts and Level 1 to 10 
accounts in your field offices. 


G. 


Staining and Delet ing Passwords and Teller Numbers 


1 ) 

2 ) 


Nn complete a User List (Figure 

. 2-1 on page 2-11) with the required information 


Send a memorandum, along with th( 
List, to Chief, Secretary-held ar 
Services Branch, Room 9184, HUD 
Washington, DC 20410. 


completed User 
Counseling 


H. 


the System. The 

These 

the System on terminals to 

he log-on procedures set forth in paragrapr2-%!"‘'^ 
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^ ^ ^ user before you did noh perlo nil a log 

0 n\ you must log on. 

2) Tel )er Opening . For TFLLER STATION OPEN and TELLFR 
OPEN messages in the lower left-hand corner of the 
screen when you attempt to open your teller, see the 
following paragraphs. 

^ • TELLER STATION OPEN . If this message appears at 
the bottom of the screen after you XMIT, it 
means that another user has left his or her 
teller open on the terminal you want to use. 

The person who left a teller open must close his 
or her teller before you can open you teller. 

You can determine the number of the open teller 
by using the //IQ,ACTV command to display the 
TERMINAL ACTIVITY screen (//IQ,ACTV is not 
covered by security and does not display teller 
left open overnight.). The screen displays all 
open tellers in the following format: Teller 
number (5 digits), dash (-), Station Number (3 
digits followed by the letter A). Here is a 
sample: 00200-I13A, The sample tells you that 
teller number 003000200 is open on Station 113, 
Determine who has that teller number and ask 
them to close their teller or you may do it for 
them. 

b. TELLER OPEN . If this message appears at the 

bottom of the screen after you XMIT, either your 
teller is already open or you left your teller 
open overnight. First, try to access the data 
base by entering an IQ command on one of your 
accounts. If you are able to display the screen 
called for in your IQ command, your teller is 
open. Proceed with your work. REMEMBER TO 
CLOSE YOUR TELLER WHEN YOU COMPLETE YOUR WORK AT 
THE TERMINAL, If your IQ command does not 
access the data base, try to perform a remote 
close, using instructions in chapter 3 this 
Users Guide. If the remote close will not work 
for you, you must ask another user to perform a 
remote close on your behalf. That person must 
open his or her teller to perform the remote 
close. If you get the message FUNCTION NOT 
AUTHORIZED, see paragraph c, below. 
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I UNCnON NO T AUTHORIZ i:i)> If you recoivo l.his 
hiRsVacjp at the bottom of the screen after you 
XMIT, your teller is not open, you have 
attempted to access the data base at a level or 
on a field for which you are not authorized 
access, or the account you want to access is not 
under your office. In most cases, the message 
will mean your teller is not open; however, 
check your supervisor if you have a question 
about your access level authorization. Try 
again to open your teller. When entering your 
password in the PSWD field, do so carefully. 

3) Teller Cl ose . You do not use your password to close 
your teller, so security does not change the normal 
teller close function. ALWAYS CLOSE YOUR TELLER 
WHEN YOU LEAVE THE TERMINAL. 


Password Confidentiality . Your confidential 
password is unique. No one el se”T's“ass i gned that 
password. Do not disclose it to anyone, and DO NOT 
allow anyone to use a terminal while your teller is 
openon that terminal, A daily report is generated 
showing unauthorized attempts to access the data 
base. This includes attempts to access the data 
base at an unauthorized level. If you leave your 
teller open and someone uses the terminal and 
attempts to make unauthorized access, those 
unauthorized access activities are attributed to 

^Ou''LEAlE'^HrfER;}NAf'“''' 

jgggss levels of Authority. Determine from your 
supervisor he or she assign^ to 

you (See paragraph 2-3F.). i-o 


6 ) 


attempt to perform activities no 
under your level. For example, if your 
authorization is Level 1, do not attemp 
maintenance or new account setup. 


authorized 

file 


For detailed informati. 

Jaragraph E-e! 


regarding 

see 
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2-4. LOG ON 


PR_ocLnimi:: 

A. Turn powfjr ON 


B. Check that, the 
CAPS LOCK key 
is “down" 


C . Key i n P 


NOTES 

The power switch is on the hack 
of the terminal. A pulsatinq 
rectangle of light called the 
cursor will appear on the screen 
after you move the power switch to 
ON. Don't touch any other controls 
on the back of the terminal except 
the "brightness" knob. 

When you first turn on the terminal 
a message, similar to the 
following one, appears at the top 
of the screen: 

COLUMBUS OFFICE 

LOGIN - 1986/04/15 0931; 17.1 

The message displays the current 
date and time and the identity of 
your Level-6 location. If this 
message fails to appear, verify 
that you can see the cursor and 
press "RETURN" once or twice. Tf 
the message still does not appear, 
contact your Level-6 operator. 

CAPS LOCK is not the same as a 
SHIFT key. To type an asterisk 
(*), for example, you still use 
the SHIFT key, as on a 
typewriter. 

Press RETURN (Field offices may 
have a different code for this 
s tep ) 

The "sign on" screen appears and 
the message below appears in the 
left-hand portion of the screen. 
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VIO: rnSNCT - WELCOME TO CHIPCIB VTAM 


D. Key In QAQCICBl 


E. With the cursor 
over the ''W in 
WELCOME, typed 
TH9E over WELC. 


F , Clear Screen 


G. Open your teller 


This means you are communicating 
with the System. (If problems 
arise first consult with Regional 
MID) 

Press XMIT, This message appears: 
WELCOME TO CICS 
CrCS B1 COMMERCIAL PROD 
TERM: DATE: 

TIME 

Press ERASE/EOL Key 


Press XMIT. System will display 
last Screen used on the terminal. 

Press CLR (On Keyboards with a 
red CLEAR key, press and hold down 
the SHIFT key and press CLEAR) 

028A , Te 1 1 G r Wumbe r 
XMIT 

Move cursor to PSWD field and enter 

security password 

XMIT 

See page 3-19 for a sample teller 
open screen. 

Maintain the confidentiality of 
your password! 

Clear screen and begin your work. 


H. Close your 027A, Teller Number 

teller everyt ime 
you complete 
terminal activity. 


2-5. LOG OFF 

PROCEDURE 
A. Clear screen 


NOTES 
Press CLR 
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B. Key in: ( )EA4 


Press XMIT 


The following message appears 
In the upper left hand corner of 
the screen: 

"XGACIO - Application Ended TM- 
1146 51“ (The last digits of the 
message differ depending on your 
1 ocat i on . ) 

C. Clear Screen Press CLR 

D. Key in: CSSF LOGOFF Press XMIT 

The “sign on” screen and message 
below appears in the left-hand 
portion of the screen. 

EDSNET - WELCOME TO CHIPCIB VTAM 


E. Press CTL and then 
the C key while 
you continue to 
press the CTL key. 


This takes you out of the System 
and displays the following 
message (appropriate to your 
office), the current date, and 
time in the upper left-hand 
corner of the screen: 


COLUMBUS OFFICE 

LOGIN - 1986/04/15 0932:17.1 

F, Turn off power Move power switch at back of 

terminal to "off" position. 


2-6. PROCESSING PROBLEMS . While you work at the terminal you may 
Txp e r T e n c t ^cTiTT i^ a 1 problems with the terminal or with the 
HTN II System. Report the problems to your Level-6 
operator. 


2-7. WORD-PROCESSING ON YOUR TERMINAL . Your terminal and printer 
gi V e you a 1 TmTt ed but ~u s ef u T word -p recessing capability. 

If you want to type a note to the files regarding any 
servicing activity during a telephone conservation with a 
mortgagor or if you want to include such a note with screens 
that you print on an account, you can easily do this. 
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First, cl par the screen, then type your mer.saqo. When you 
reach’lhe end of a line, the terminal win move the cursor 
down one line and to the left-hand inaryin as a word 
processor would. If y^ must move the cursor a 

and to the left-hand margin, use the LF key. 00 NOT use th(? 
RETURN Key; it would move the cursor to the HOME position. 


If you want blank lines in your message, you must make 
provision for the space; otherwise, the printer will ignore 
the blank lines and print the next line on the screen^ 
without leaving blank lines. You may provide blank lines by 
doing the following. Bring the cursor to the left-hand 
margin by using the LF key. Type one period at the 
beginning of the number of lines you want left blank. 

Suppose you want four lines left blank between parts of your 
message. Your period entries will look like this on the 
screen and they will appear on your printed message: 


You can also use this technique to advance the paper in the 
printer between screens that you print. This is especially 
helpful when your printer is located at an Inconvenient 
distance from your terminal. 

TRAINING MODE 


A, Unsecured Access to the Tral n1 n g Mode . Access to the 
training mode is NOT under security; however, once you 
access the training mode, access to account data is 
under security (See para. B below.). After you log on 
the terminal, do NOT open your teller. You access the 
training mode by entering the command //TR'NG, START and 
XMIT. You will see the message TRAINING MOOE STARTED at 
the bottom of the screen. 



7 . 


F i gu ro No . 


SINGLl lAMlLY MONTGAGC N(UF SYSTFM 








Us 

e 

r Lis 

t f 

or L 

eve 

Is 

1, ^ 


and 3 





PI 

e 

ase 

en 

ter 

th 

e u s 

e 

r ' s 1 

ast 

name f 

i r 

s t . 

Check th 

e b 

ox 

to " 

Add" 

or 


*'De 

1 et 

e" 

i n 

the 

n 

amed 

St a 

ff . 

If 

a 

pers 

0 

n does 

not 

ha 

VP a 

n 

in 

d 

i vi 

dua 

1 t 

el 1 

e r n 

u 

mber , 

w r 

i te 

"No 

ne 

" i n 

t 

he Tell 

er 

No, 

box 

# 

Ent 

er 

on 1 

y 0 

ne 

Leve 

1 

numb 

er 

(1* 

2 0 

r 

3) fo 

r 

each p 

ers 

on 

exc e 

p t for 

th 

0 

s e 

Peg 

i on 

a1 

Of fi 

c 

e St a 

ff 

ment 

1 on 

ed 

i n t 

h 

e NOTE 

on 

peg 

e 2- 

4. 

Fo 

r 

th 

ose 

pe 

rso 

ns , 

e 

nt e r 

two 

i ev 

el s 


a 1 , 

2 

or 3 f 

0 r 

the 

i r 1 

ocal 

fu 

n 

cti 

on 

and 

a 

i ^0 

r 

thei 

r R 

egi 0 

nal 

F 

uncti 

0 

n . “ 





If 


you 

mu 

St 

use 

mor 

e 

than 

on 

e sh 

eet 


numbe 

r 

the sh 

eet 

s . 

The* 


su 

P 

erv 

i so 

r must 

sig 

n 

each 

sh 

eet , 

K 

ee 

p cop 

i 

es of y 

ou r 

fi 

1 es . 



Name 

add 

delete 

IQIQgini 

Level 

















.... 

■' ' 

































Field/Regional Office 

Name, title, and telephone number of 
supervisor of persons listed above 

Date 

Supervisor's signature 


2-11 


7/86 









CHAPTER 3. DATA ENTRY 


INTRQDUCTION t This Chapter provides the information and 
pr*ocedures necessary to enter and file maintain account 
data. It provides a description of the System components 
and how you use them to access accounts for new data entry, 
to update information, and to inquire for account data. 

3-2. SYSTEM SCREENS . The information available on individual 

aVc 0 u n t s i s d i s p 1 ay ed on a series of screens. A description 
of the screens and the required data fields in each follows, 
beginning on Page 3-18. A complete description of all data 
fields contained in each screen is included in the 
appendices to this Guide, 

Fields . Many of the screen fields are not used by HUD 
a t t hi s time and are not listed in the columnar 
instructions. Some fields are also identified as 
optional. 

B. Screen Designation . Each screen has a fou r -charact er 
al pha numeric de'si gnat i on used to access the screen. The 
screen designations are: 


LNSl - Loan Screen One 
NAME - Name and Address Screen 
LNS2 - Loan Screen Two 
LNS3 - Loan Screen Three 
C235 - 235 Screen 
FORB - Forbearance Screen 
MONT - Loan Monitoring Screen 
PAYE - Payee Master Record Screen 
ESCR - Escrow Requirement Screen 
TELR - Teller Record Screen 
*rELM - Teller Memo Screen 
ACTV - Tellers Active on System 
ADVN - Advance Screen 
AMTS - Loan Amounts Screen 
DATE - Dates Screen 
HSTY - History Sere''" 

POFQ - Payoff Scree 
RECV - Receivable 5 
CIFQ - Customer Ini 
CURR - Bring Currer 
BILL - Bill Screen 


*The Teller Memo Screen (TF.LM) i 
if you inadvertently press the X 
Teller Memo Screen will appear a 
screen and proceed. 
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3-3. SYSTb’M NlJMBb^S, All Sys tern -g on prated numbers have nine 

(JTg ft Th*py~ are assigned automatically by the System. 

There are no nf?ogrdphic identifiers as with FHA case 

numbers . 

A. Account Numbers. All accounts are filed by a System 
accounf number 'assigned by the System when a new account 
record is created. A cross-reference report is 
available to locate account numbers when the FHA case 
number is known (See Chapter 5, Report s . ) . Accounts 
converted from the previous accounting system on 
January 17, 1983, begin with (060000001); accounts 
entered after that date begin with 0^ (070000001), 

B. Teller Numbers . Headquarters assigns teller numbers to 
employees to perform teller transactions. Teller 
numbers begin with 003 (003000999). 

C. Payee Numbers, Payee numbers are assigned to a taxing 

a u t h 0 r 1 1 y t o h i c h funds are disbursed on Secretary-hel d 
accounts. Payee numbers begin with £5^ (050000001), 

3-4. SYSTEM DATES . The System uses the following date formats. 

A, Screen and T rai 1 ers . The date format for all screens 
and trailers is alphanumeric. 

JAN01.84 
FEB02,84 
MAR03,84 
APR04,84 
MAY05,84 
JUN06,84 

This format is abbreviated as; 


MHHDD.VY (H = Month, D = Day, Y = 

Year) 

Teller Transactions. The date 
transactions is numeri c : 

format 

used for tel 1 er 

010186 

070786 


020286 

080886 


030386 

090986 


040486 

101086 


050586 

111186 


060686 

121286 


This format is abbreviated 

as MMDDYY. 


JUL07 ,84 
AUG08,84 
SEP09,84 
0CT09,84 
N0VU,84 
DEC12,84 
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NOTE: Entr*r dates on screens, trailers, and 

transactions exactly in the above formats. Zero 
(0) must be entered by using the zero key in all 
dates. 

SYSTE M COMMAND S. Access to data in the System requires the 
entry ”6f System commands. There are two basic types of 
commands - "thos e which perform administrative functions and 
those which access particular screens. A complete listing 
of all commands is in Appendix 6. 

A. Admi ni strat i ve Commands . These commands instruct the 
System to perform particular functions. All commands 
begin with two slashes (//) followed by a four-character 
alpha designation for the function. Some commands also 
require qualifiers if the command applies to a specific 
case. The administrative commands are: 

1) //TRNG , START - Places the terminal in training 

mode to practice data entry. 

2) //TRNG ,STQ P - Takes the terminal out of training 

mode. 

3) //LOAN - Initiates the account setup process 

by displaying Loan Screen One with an 
account number. 

//STOP - Stops file maintenance on the screen. 

//CQNV , account number - Terminates the 

conversation with the 
System on the account and 
stops, the update process. 

6) // LNPA - Initiates the payee record setup by 

displaying the payee name and address 
screen and a payee number, 

B, Screen Commands . All screen commands begin with two 
sTaThes (771* followed by a two-character alpha 
function, followed by a f ou r -cha ract er alpha screen 
identifier, followed by the account number. The two 
functions are: 

1) IQ - Inqui ry permits you to review data on the 

screen and to print it but not to change any 
data. 
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2 ) 


FH - file 'screens «r fields cannot be 

on the screen. Som 

',1'" "" o Hat^an fM command, you must change or 
[f you "" ady on the screen. New accounts 

type over data for file maintenance 

entered will not be ® Cuctpm 

until the day after ihP«t into the System. 

Examples . The commands to access Loan Screen One 


■'S, 


//IQ.LNSl , account number 
//FM>LNS1 »account number 


3) Command Index. See Command Index in 

the complete listing of screen commands. If no 
IfstinQ Is given for file maintenance for a screen, 
vou cannot file maintain that screen4 


TE LLER FUNCTIONS . It is necessary to establish tellers to 
Tog on. 


A. Tel le r S etup . Every System user must have his or her 
TiidTVi dud I teller number* To acquire a teller number, 
see paragraph 2-36, 


8. Teller Screens . See Appendix 8 for sample Teller Record 
screens . 


Ident 1 f icat ion of Open Tellers . To determine which 
tellers are open on TRe System, use the command: 

//IQ,ACTV 


NOTE: Under this command, the System displays 

information on tellers opened on the same day on 
which you enter the command. Teller left open 
on previous days are not shown. 


0. Opening and Closing the Tell er. 


EJ^H_£ilLIO_CmE YOUR TELLER PRIOR TO THE TIME 


5&i{lLin j__Close Commands , See paragraph 2-4 
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3 ) R em Close* Someone o t fi e r (. h a n t; li (' person who 

Teft a Teller open overnight, must perform the remote 
close. Tfi ey must clear the s c r p<'n and on I. (ir the 
com m and: 

//TLRO, CLOSE and XMIT. 

Enter in the PASSWORD field the Julian date and 
three-digit station number of the terminal on which 
you are working. Enter the teller number which is 
to be closed in the TELLER NUMB field. Enter in the 
TERMINAL field the three-digit number of the 
terminal on which the teller number was left opened. 
Enter A in the A or B field and XMIT. The teller 
may now be opened. 

a. To obtain the station number, enter 

// IQ ,TELR ,Tel 1 er Number, and XMIT. In the upper 
right-hand corner of the screen the words 
"Teller Open On" will appear followed by a four- 
digit entry such as "107A." Number 107 is the 
STATION number of the terminal on which the 
teller is open. The "A" refers to the teller. 

b. The terminal containing a teller left open 
overnight will access the data base without the 
performance of an open teller command 

(028A, TELLER NUMBER). The user must NOT use the 
teller under these conditions. Instead, the 
user must obtain a remote close as Indicated 
above. After the remote close is completed, the 
use may open his or her teller (028A, TELLER 
NUMBER). 

c. An important reason why the user must not use a 
teller left open overnight is that all activity 
from that time forward will be reported by the 
System as having occurred on the day when the 
teller was last opened. For example, if a user 
leaves the teller open overnight on June 16, 

1986, and uses that open teller without the 
performance of a remote close on June 17 through 
July 15 before a remote close is performed, all 
subsequent user activity will be recorded in the 
System as having been performed on June 16. 

This automatically enters an erroneous user 
activity record into the System reporting 
capabi 1 i ty . 

d. If a user performs a teller open command 

{028A, TELLER NUMBER) on any day after the teller 
was left open overnight, the screen will display 
the message "TELLER RECORD IS OPEN." This 
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informs the user that the teller has been left 
open overnight. As Indicated above, the user 
must NOT use the teller in this condition and 
must NOT attempt to close the teller by use of 
the 027A, TELLER NUMBER command. The use of this 
command will NOT close the teller even though 
the use of the command results in a "TELLER 
CLOSED" message. The user must' i mmedi at ely 
obtain the performance of a remote close by 
another user in your office. 

e. The message "TELLER STATION OPEN" indicates that 
a user left a teller open on the terminal. The 
person attempting to use the terminal must close 
(027A, TELLER NUMBER) the open teller or have the 
person who left it open close it. Use the 
command //IQ,ACTV to determine the number of the 
teller left open (This command is not covered by 
security. You may access this screen without 
opening a tell er. ) . 

E. Deact i vat i ng a Tel 1 er . If you want to deactivate a 
teller that your staff' will no longer use, call the 
Secretary-held and Counseling Services Branch. A member 
of the Branch will perform the deactivation function. 

F. Training Teller Numbers . For detailed information 

r € g a r d i ng tTi e ~u s e tel 1 e r s in the TRAINING MODE, see 
paragraph 2-8. 

1) Training teller numbers are provided so staff may 
practice entering the financial transactions 
required for new account setup. 

2) Training teller numbers are useable ONLY when you 
put the terminal in the training mode (See para. 
3-11, for instructions.). 

3) Training teller numbers are listed below for each 
Region. The numbers are in the System. You need 
only open and close the tellers while your terminal 
is in the training mode. 


Region 

Trai ning 
Teller No, 

Region 

Trai ni ng 
Teller No. 

I 

003000251 

VI 

003000246 

II 

003000252 

VII 

003000247 

T T T 

003000253 

VIII 

003000248 


003000254 

IX 

003000249 


003000255 

X 

003000250 


NSACTIQN COMMANDS . The commands for financial 
follow tlTi s format : 
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A. Three-character numeric transaction number, one- 
character alpha teller key (A or J), account number. 

B. For example, the transaction to establish the general 
ledger class is 333. The command is 333A ,07 1 234567 . 

2**®* PRINTING . You can print any screen on the CRT if the 

t e rm i n a 1 is associated with a printer. Execute the print 
command while the screen is displayed on the CRT. Some 
screens also provide the ability to enter comments which 
appear on your printed copy but are not made a part of the 
account record. To print a screen, turn on the printer and 
press the "start" button, then press the CTL key and hold it 
down while you press the L Key. You cannot use the terminal 
during the printing process. Once the printer has completed 
the print activity, the terminal will sound a "beep" which 
signifies that the terminal Is ready for additional 
act i vi ty . 

3-9. RELEASING A SCREEN AND AN ACCOUNT NUMBER . When you are 

establiThing a new account or file maintaining a screen or 
trailer but cannot complete the work, you must release the 
screen before you can move on to another screen. 

A. Reason for Release . There are several reasons to 
release a screen. 

1) Information required to complete the screen is not 
available, 

2) The Incorrect command was entered. (See Appendix 6 
for the command index.) 

3) The user does not know how to enter data into a 
field correctly and a message will not allow 
completion of the screen. 

B. Process for Release . A special process releases a 
screen the user mav be workinq with on the CRT. 
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3) If at time the message "Update in Process Bit 
On" is displayed on the terminal and the user has 
not entered the //STOP command, do not perform the 
//CONV , account number command right away. Wait 5-10 
minutes before entering this command. Another user 
may be accessing the account somewhere in HUD. When 
the //CONV command has been entered and two users 
are trying to enter Information on the same account, 
the information which Is accepted first will be 
lost. The information accepted last will be 
retai ned , 

C, Use the following steps to release a screen: 


Steps 

System 

User 

1 


Press CLR 



Enter the command 



//STOP and XMIT 


The System releases 
the screen and displays 
the message: 

"MOOl-Conversat i on 
Terminated." 

Press CLR 


Enter the command: 
//CONV, account number 
and XMIT 

The System stops the 
update and displays 
the message: 

"Update in Process Bit Off." 



A. 


You may access the 
accounts by using: 


nine-digit numbers assigned to to 


1 ) 

2 ) 


Mortgagor's name (first 
initial and last name) 


name and last name OR first 


Mortgagor’s tax ID (Social Security) number 

•■gagor’s FHA case number (the first nine digits 


gogor's street address of the 
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B. The following paragraphs set forth the process to use 
for these four means of account number access. Appendix 
23-8 contains a sample Customer Information Inquiry 
screen and an explanation of its fields. 

1) Mortgagor’s Name . To inquiry on an account using 
the mortgagor's name, enter: 

//IQ, CIFQ,(N, FIRST NAME AND LAST NAME) 

or 

//IQ, CIFQ,(N, FIRST INITIAL AND LAST NAME) 

NOTE: "N" in the parenthesized reference indicates 

" Name. " 

When you are unsure of the spelling of the 
mortgagor's last name you may use a phonetic search. 

To request a phonetic search add PH to the command 
so it appears as: 

//IQ,CIFQ,(N,JOHN JAMESON), PH 

2) Mortgagor's Tax ID (Social Security) Number ISSN) . 

T 0 in quire on an a c c o u n t u s i n g the mort g a g o r s t a x 
ID (SSN) number, enter: 

//IQ, CIFQ,{T, 123456789) 

NOTE: THE "T" indicates tax ID number. Do not 
include dashes (-) in the SSN, 

3) Mortgagor's FHA Case Number . To inquire on an 
account using the mortgagor's FHA case number, 
enter: 

/ / IQ , C I FQ , ( F , f i rst nine digits of the FHA case number) 


NOTE: The “F" indicates FHA case number 

The command for the account with FHA case number 
152-049398-3202 would be: 

//IQ, CIFQ,(F, 152049398) 
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Wben the CIF inquiry screen appears, you will see 
the last five digits of the FHA case number to the 
left of the mortgagor’s name. In the above example, 
the five digits are 03203. (Keep in mind that for 
FHA case numbers formatted for use In the System a 
zero (0) is added after the 6-digit case number . 

See page 3-28 of this Guide for detailed 
instructions.) 

4) Mortgagor's Street Address (the mortgaged property 
address To i n q u iTy on an account using the 
mortgagor's street address of^ the mortgaged 

//IQ,CIFQ,(P,XXXXX) 

NOTE: The "P" indicates mortgaged property address. 

The X's represent the first five significant 
characters after the nume ric portion of the 
address. Blanks and punctuation marks are 
not considered significant characters. 

To inquire on an account at the mortgaged property 
address of 1451 Prospect Street, enter; 

//iq,CIFQ,(P,PR0SP) 

You may also add the numeric portion of the address 
so the command would read like this: 

//IQ,CIFQ,(P,PR0SP),1451 

The use of the street number is recommended when the 
street name is a common one such as “First," 

"North,” or "Central.” The use of the street number 
will cause the System to display only the account or 
accounts with the same street name and number. 

Pagi n g . If there are more matches on the file than can 
be displayed on a single screen, the System will replace 
the // in the command with asterisks and will not 
display the IQ complete message. The user can request 
more names by pressing the XMIT key until all matched 
records have been displayed. When the last available 
screen is displayed 1t will display the "IQ complete" 
message. To stop the paging process on a record when 
you have located the account number you seek, press the 
CLR key and enter the //STOP command and XMIT. 
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D. Formatt ing CIFQ Commands and NAMF Screen, These two 
activities must c^form to the following instructions. 

1) A name entry must contain at least a first name or 
initial and a last name, in that order. First and 
middle initials are acceptable. -A middle name or 
initial is optional. 

2) Last names may contain only alphabetic characters 
and a hyphen (-), apostrophe ('), period (.), or 
comma ( , ) . 

3) An entry on a name or address line must not exceed 
35 characters, including spaces. 

4) A name may contain not more than four word names and 
initials without separators. 

INVALID: NAME 1 JOHN THOMAS HENRY BOYD JONES 

VALID NAME 1 JOHN THOMAS BOYD JONES 

OR 

NAME 1 JOHN T JONES 

5) Name separators must be one of the following: 

AND. &, AND/OR 

Example: NAME 1 JOHN H JONES AND/OR 

NAME 2 MARY L JONES 

NOTE: Separators do not count as name words. 


6) Descriptor Words 

a. If the name is a business or non-personal name, 
use as part of the name a descriptor word such 
as "agency," "association," "company," 
"corporation," "department," etc. 

b , Examp 1 es : 

For Harry L. Brown, Jr., and Associates enter 

NAME 1 HARRY L BROWN JR ASSOCIATES 

Note the omission of the separator "and." See 
paragraph 4 above, (JR and ASSOCIATES are 
descriptor words and do not count as name 
words . ) 
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For John Doe, Trustee for Mary Doe, enter 
NAME 1 JOHN DOE TRUSTEE FOR MARY DOE 

c. Mortgagor generation coding must use these 
descriptor words. 

1) JR for Junior 

2) SR for Senior 

3) 2ND for II 

4) 3RD for III 

d. ££ NOT use descriptor words in a CIFQ command. 
For the examples in paragraph b above, the CIFQ 
commands woul d be : 

//IQ, CIFQ, (N, HARRY L BROWN) 

//IQ, CIFQ, (N, JOHN DOE) 

7) Do not use comment-type information on the NAME 

screen. The System cannot interpret such entries as 
shown in the following examples. 

a. A word or words, including names, in parentheses 


Examp 1 e : 

NAME 

1 

JOHN 

H 

JONES 

(FATHER) AND 

NAME 

2 

MARY 

L 

JONES 

(DAUGHTER) 

A date 







Examp 1 e : 

NAME 

1 

JOHN 

J 

JONES 

(ASSIGNED 2/25/85) 


3-11. TRAINING MODE . The training mode allows the user to 

practice new account setup and other activities without 
actually creating any records or new accounts in the System. 
It also permits you to perform file maintenance activities 
and financial transactions using this data. Most functions 
normally performed while not in the training mode can also 
be performed while in the training mode. Data created while 
in a training Mode is stored for an indefinite period for 
future reference. 

A. Procedures , After logging on to the System, take the 
following steps to enter the training mode: 
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1) Enter the command: //TRNG, START 

2) Press XMIT and the following message will appear: 
TRAINING MODE STARTED 

3 ) The training teller number assigned to your Region 
c an ONLY be used in the training mode . Tellers 
opened in the training mode must be closed in the 
training mode before the System is closed each day. 
See paragraphs 2-4a(8) and (9) regarding opening 
and closing a teller. 

4) Upon completion of training and closing of the 
training teller, enter the command: 

//TRNG, STOP 

5) Press XMIT and the following message will appear: 
TRAINING MODE STOPPED 

3“1R. NEW ACCOUNT SETUP . A complete account setup consists of 

three parts: the master record, financial transactions to 
record the initial accounting disbursements, and a series of 
trailers to establish optional data for certain types of 
accounts. In most cases, the requirements for assigned and 
purchase money mortgages are the same. In cases where they 
differ, separate instructions are provided for each type of 
account , 

A. Setup Requirements. The account setup requirements for 

ASSIGNED-UNSUBSIDIZED, ASSIGNED Section 235 and PURCHASE 

MONEY MORTGAGE are: 


LOAN MASTER 

FINANCIAL 

FILE 

TRAILERS 

RECORD 

TRANSACTIONS 

MAINTENANCE 


PART 1 

PART 2 

PART 3 

PART 4 

LNSl 

308A 

LNSl 

*F0RB 

NAME 

333A 


*MONT 

LNS2 

257J 


j5fC235 

LNS3 

304A(PMM ONLY) 


**ESCR 



\ / ii \ • _ . _ 

***paye 


*Not required for PMM or 221(g)(4) assignments 
**Establish to record tax disbursements made by the 
mort gagee . 

***Establish for taxing authorities not previously 
entered into the System. 

#Required for Section 235 only 
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B. Tax Information , Instructions for the Escrow Require- 
ment Screen are included herein, Coiriplete the screen to 
^ t ype of dis b u r s e in e nt__wjij c_h^ jnu s_t ^ h e_ ]n_dj^e . 

flo r t g a cje e s ~’sTi d repo rt tHe am o u n f o'f e a c h”' t y p e~"'o f tax 
last paid on Form HUD-27011; however field offices 
should confirm this information with the applicable tax 
authority to ensure entry of accurate data. Field 
offices should contact mortgagees which fail to provide 
complete and accurate tax information and request 
compliance with the instructions provided on Form HUD- 
27011. Instructions are included to establish payee 
numbers for taxing authorities, A taxing authority 
number must be assigned whenever a mortgage is accepted 
subject to taxation by an authority not listed in 
Complete Escrow Payee List, to record each type of tax 
disbursement which must be made" Mort gagees should 
report the amount of each type of tax last paid on Form 
HUD-27011; however, field offices should confirm this 
information with the applicable tax authority to ensure 
entry of accurate date. Field offices should contact 
mortgagees which fail to provide complete and accurate 
tax information and request compliance with the 
instructions provided on Form HUD-27011, Report No. 460. 
A payee number Is needed whenever a new authority is 
added. Changes to mailing address information for 
payees should be made whenever necessary by file 
maintenance of the PAYE screen. 

C . Format of the Instructions . Instruction sheets are 
provided for each screen and transaction. Each sheet 
has three columns identified as follows: 

1) Field Type . The first column - FIELD TYPE - 
i nd 1 cates the type of field: 

S = System -generated 
R = Required 
0 = Optional 

The System-generated fields appear on the screen or are 
added as part of the update process after you transmit 
the data. The required fields must be completed by the 
field office for the setup to be complete. The optional 
fields may be useful to the field but are not necessary 
for account! ng, 

2) System Functions . The second column - SYSTEM(S) - 
tells you what the System does at each step after 
you complete your input. It lists the fields you 
must enter as they are displayed and tells you what 
the System is doing at each step. 

3) User Functions , The last column - USERS(U) - shows 
what you - the users - must do. For each field used 
it identifies the data to be entered. It also tells 
you the commands to use at each step of the process. 
Follow these formats exactly . If you omit 
punctuation or use spaces wITere they do not belong, 
the System will reject the command. 
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^ • Account Setup and File Maintenance Forms . Following the 
narrative instructions are the screens you will complete 
for the account setup. The fields to be completed are 
identified by a series of dots in the field- -one dot for 
each space available in the field. Fields which do not 
have to be completed are blank. System-generated fields 
are identified by an asterisk (*). 

You can use the revised Data Entry form HUD 9844 dated 
May 1985 in Appendix 10, the forms in this Chapter, or 
those developed by your office to enter data. The field 
office staff shall use a data entry form at the 
terminals. Whatever format a field office chooses to 
use shall be used uniformly in that office. Do not 
attempt to enter data at the terminal without using an 
Input form. 

The account setup and file maintenance forms in this 
Chapter consist of the following; 

Form 

Identifier Item Name 


LNSl - Loan Shr'een One 

NAME - Name and Address Screen 

LNS2/3 “ Loan Screens Two and Three 

LNS3 - Loan Screen Three 

TRAN - Financial Transactions 

FB-MT - Forbearance and Monitoring Trailers 

GFM - General File Maintenance Instructions 

FM-1 - File Maintenance (Status and Condition Codes 

FM-2 - File Maintenance Request 

C235 “ 235 Recertification Trailer 

PAYE - Escrow Payee Record 

ESCR - Escrow Requirement Trailer 

1) Servicer Identification . Data fields are included 
on the LNSl form which can be used to Identify the 
servicer and the date the form was completed. The 
FB/MT, NAME, and 235 forms can be used later for 
file maintenance as well as initial account setup. 
They have header data which you will not need to use 
for initial account setup. 

2) St anda rd Ent ri es . There are many fields used in the 
ac c 0 u n t s e t u p where the data entered on all accounts 
are the same. To minimize the work required to 
prepare input for these fields, the data have 
already been entered on the forms. There are other 
fields, particularly the office codes which are 
standard for all cases within an office. These 
fields should be entered on the forms before you 
print them and distribute them to staff for use* 
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3) Form Rep roduct i on 4 You may reproduce these forms to 
use for j ata ehTry, The fields to be entered before 
printing have been filled on the forms with 


signs. 

They are; 


FORM 

FIELD 

ENTRY 

LNSl 

BRANCH-ORIG 

Enter your branch 
office code preceded 
one zero 


SERVICING 

Enter your branch 
office code preceded 
by one zero 


ZONE 

Enter your branch 
office code preceded 
by one zero 

LNS2 

HUD NUM 

Enter your branch 
office code preceded 
by 2 zeroes. 

FB/MT 

DEPT 

Enter your branch office 
code 


4) Form Modi f i cation . The forms can be further 
modi f fed to me e"t y our needs. As your operators 
become experienced, you may want to eliminate or 
combine some of the forms; however, each office must 
establish a uniform data entry format and process. 

5) File Maintenance . Also Included with the screen and 
t r a i 1 e r f o IT ~a file maintenance request form (FM- 
2) which can be used to request many of the changes 
needed for day-to-day servicing. 

6) Status and Condition Codes . The System provides for 
a n u m b e r of s t a t u s and c o n d i t i o n codes displayed on 
Loan Screen One (LNSl). Many of the codes are 
System-generated and affect monthly or year-end 
processing, as well as payment processing. It may 
be sometimes necessary to add or delete codes. 

Codes must be deleted with the space bar, do not use 
the ERASE EOP/EOL key. Line 21 on LNSl contains the 
permanent column headings which become the first 
digit of the code, Under each of these headings is 

a field on each line which contains 8 spaces. Each 
field has one space for the numbers 1 through 8 as 
follows: 12345678. The fields are separated by a 
slash (/). It is not necessary to type the number 
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in any particular place in the field- -you may type 
in any blank space within the field and the System 
will automatically align the number correctly in the 
field as part of the update process when the XMIT 
key is pressed. {See Appendix 2). 

Each character on Lines 22 and 23 represents a code 
that either affects processing in some way or 
identifies the status of the account. 

3-13. TIMING NEW ACCOUNT SETUP AND FORBEARANCE AGREEMENT ENTRY . 

The timing for entering new accounts and forbearance 
agreements into the System is critical. Mistiming can 
result in incorrect billings to mortgagors and adversely 
affect the 452 report. You should be aware of the following 
dates when you enter new accounts and forbearance 
agreements . 

The date the bills are generated . Bills are generated 
the evening of the 10th day prior to the end of the 
month . 

Thedate late charges are imposed and delinquency 
notices generated . Late charges and delinquency notices 
are generated on the evening of the 16th (the 17th if 
the 16th i s a Sunday) . 

You must follow the instructions for new account setup 
in Chapter 3 of this Users Guide. For entering initial 
and renewed forbearance agreements, you must follow the 
instructions in subparagrpah "B" below, and Chapter 4 
this Guide. Within the framework of those instructions, 
you must follow the additional instructions below when 
you enter a new account or a forbearance agreement. 

Note that while you have some latitude for entering 
forbearance renewals, you must continue to enter new 
accounts immediately upon assignment acceptance. 

A. Mortgages Without Forbearance 
time periods are critical for 
accounts : 


b . Delete Condition Code 36 after the 17th but 
before the last day of the month in winch you 
entered the item so the System may, if 
necessary, apply a late charge in the future. 

You should keep a written record of the accounts 
on which this FM activity is required. 

2) TIME PERIOD 1 (Day 17-21) . If you enter a new 

account or a forbearance agreement during the period 
after the date on which late charges are applied 
through the date on which the System generates the 
bills, no additional actions are required. This is 
the best time to enter a forbearance renewal. In 
June 1985, for examp le, you had the 18th through the 
21st because the 16th was a Sunday. 

3. TIME PERIOD 3 (Day 22-30/31) . If you enter a new 

¥c c 0 u n t~ a f t e r t he da t e on which the System generates 
the bills but before the close of business on the 
last day of the month you must provide the mortgagor 
with the following information: 

a. the 9-dig1t account number and stress the need 
to write it on the remittance 

b. the address of the lock box to which to send 
payments: 

Payment Processing Center 
P.O. Box 105652 
Atlanta, GA 30348 

c. the payment amount and due date of the payment. 

B. Mortgages with Forbearance Agreements . When you enter 
into the System a newly assigned mortgage with a 
forbearance agreement which is effective the first day 
of the following month, these instructions apply: 

1) Enter into the Current Data Trailer an agreement for 
suspended payments with a retroactive start date of 
the first day of the current month, and an end date 
of the last day of the current month. 

2) Enter into the Pending Data Trailer the forbearance 
agreement which is to take effect the first day of 
the following month. 
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EXAMPLE On June 11 you have a newly assigned 

mortgage with a forbearance agreement with 
a start date of July 1 which you want to 
enter into the System. Enter an agreement 
for suspended payments d n the Current Data 
Trailer. Establish a start date of June 1 
and end date of June 30. 

Enter the forbearance agreement which will 
be effective July 1 in the Pending Data 
Trail. The evening of June 30 the System 
will move the pending agreement into the 
Current Data Trailer. Also, a monthly bill 
for July will be generated from the Pending 
Data Trailer. 

3) When an agreement is entered into after bills are 
generated, follow the instructions in paragraph 
3-13A3 
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■'.LOAN SETRJP PAF^T 1 TELLER OPENING 


SCREEN; TELLER OPENING 


FIETJD. 

T YPE . SYS TEM (5) 


INHJT FORM: NONE 


USERS (U) 


Displays the Teller 
Opening Screen 
with the teller totals 
from the last time the 
teller was opened 

Displays the message 
E 69 ~ Teller Statical 
is Open. 


You may open your teller now. Tine 
coomand is; 028A, teller nimber. 
Press XMIT. 

See Appendix 9 for teller messages 
Enter your password 

Press XMIT 


Clear Screen and proceed to establish the 
account* 
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mAN 5£nup P.AKT 1 K^7mi RICCKD 


.SCREEN 

TYPE 

i 

R . 
R 

R 


UCAN SCREEN CKS (LNSl) INPUT raM: LKSl 


S-iTgrrM fS) 2 VSSRS (0) 

Zore . Enter ycur office cede preceded by a J7. 


GRIG IN (Date) , Line 8 


Date of the first payment due under the 
mertgage ~ 


MMURITY (Date), Ia.ne 9 


Maturity date of mortgage based cn the 
original mortgage docanent - MHMIX),YY 


0 


* H>1E (Phone) 


The mortgagor's heme phone number including 
ar^ code: 

If the telephone number is not 
listed enter 888“888-8888 . 

If the mortgagor does not have a 
telephone, will not provide the home 
number or if 3 unsuccessful attempts 
have been made enter 999-999-9999. 


O 


WCRK (Phc3ne), Line 10 


R • REASON, Lina 13 

R I SERVICER CD, Line 14 


. R .IN type; Lina 15 

o • 

9 « 

e o 

. R • LOAN TERM 


« 9 

. R .IN CLASS, Lina 16 
I R I LIEN CLS, Line 17 


The mortgagor’s work phene nouher including 
area code: 

If the work number is not to be 
called, the mortgagor is unemployed 
or the mortgagor will not provide 
the work number enter 111-111-1111 . 

Enter 90 to indicate the loan vris approved. 

Servicer code (user’s initiaOLs) used to 
identify the person servicing the acscount or 
a two-character numeric code established 
by the field office. 

of loan 
ASS - 10 

Ml - n 

Tern of the Irsan in months 
NOTE: Standard term of an FHA loan is 
360 months 

Loan Class - Ehter 2 for EHA loan. 

lype of property used to secure loan. 

Enter 1 - secured by real peeperty 
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.icm SKiup PART 1 tmi paGCRO ' ' ‘ ' ” 

• - - _ • 

• 

.aa^EEN: ICAN 9CREHM CNE 0^1) 

<• 

XNHJT PCPM: LNSl 

^FIEID 

. SYSTEM (S) 

• * 

. DSSRS (U) 

• 

. R 

• 

• 

• 

. GL CLASS, Une 18 

• 

. GeneraOL Le£3ger Class - enter the appropriate 

• oode for the section of the act fron the 

• General Ledger Class Table- Appendix 3* 

« s 

• 

« 

• 

. LOAM OPTION - {Option 56 

• is Systein generated for 

• ElHi acxxxmts.) 

• 

• 

m 

• 

• R 

• 

* 

m 

• 

m 

« 

. PAY OPTN, Line 19 

• 

• 

• 

* 

• 

m 

• Biter 4 - Direct Billing for sll cases where 
. the mortgagor is to be billed. If the 
. mortgagor's payment is suspen(3ed, or case is 
. in bankruptcy, enter 9 - Send no bill 

4 

4 
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LOAN SFnW PART 1 LOAN MASTER RBOORD 


9CREE3^: LOAN SCREEN O^E (LNSl) 


’field . 

> SYSTEM (S) 


If the* property is tax 
exempt enter condition 
code 35 (non-Escrow Loan) ^ 


INPUT FORM: LNSl 


US ERS (U) 


S 


COND (Condition Codes) 
Codes 21 , 71 , 72, 73, 
and 78 are applied 


Press XMIT to transmit the data 


R 


Dlspla/s LNSIr Line 23 


Line 23 


ReiTove the condition csode 21. Plac« the 
cursor over the 1 in the •2" column on the 
OMD line and press the space bar to erase 
the 1. Do no^ use the ERASE EOP/EOL key to 
erase the 1. 

For adl loans: 

Set condition code 36 - waive late charges. 
Place the cursor in the "3** coluem on the 
OOND line and type a 6 in any space in 
the '*3" section. 


Line 22 


If the screen is 
correctly oompleted, 
the System updates 
the record and 
displays the Name 
and Address Screen 


For all 235 

Set status code 27 -* 235 loan. 

Place the cursor in the ’*2” colum on the 
STATUS line and type a 7 in any space in 
the "2" section. 


If there are errors, 
the System generates 
one or more error 
messages at the bottom 
of the screen. The 
required fields not 
properly formatted 
are highlighted. , 

Displays the message: 

FH OCMPLETE loan 
disbursement is oonplete. 


Correct errors and press XMIT 
-to transmit the data. If’ the error 
is not self-evident, refer to the 
listing of messages in Appendix 16. 

Correct the data and press XMIT again. 

Call your Data Base Manager if the System 
will not accept the transaction. 

Proceed to Part Four • Trailer Records arp 
complete. Prior to closing the Teller, 
check the history screen to ensure that all 
financial transactions have been entered. 
Enter the cotmand: //IQ,HSTY, account 
nunber. Press XMIT. The paid to dates, 308A 
333A, and 304A (PMM only) should appear on 
the screen. When all setups are complete, 
close the Teller (See page 3-^2 sample 

Tel ler Close Screen.) 
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System-generated field 

System-generated fields which require additional user input in some case 



^LOAN setup part 1 DDAN MASTER RECORD 


SCREEN 


NAME AND ADDRESS SCREEN (NAME) 


FIELD 


INPUT PQ9M: NAME 


TfPE 


5 


da.t: 


S’/ S1T?<1 (S) 

Current processing 
date 


USERS (U) 

See pages 3-3 0. For detailed instructions 
about fojaratting the NAME screen. 


S 

S 


R 


SHORT NAME- Short name 
as entered on LNSL 


MAIL CODE - System 
automatically enters mail 
code 11 directing mail to 
primary name and address 


NOTE: "^Change the mail code to one of the 
values listed below if applicable. 


PRIMARY NAME - Lines 1,2 . Enter mortgagor's name beginning on Line 1. 

and 3 - Lines 6-8 - Full names must be entered on a new line for 

. each mortgagor separated by the word "AND". 

. Example: JOHN JONES AND (on line 1) MARY 
. MARY JONES (on line 2) or MARY SMITH AND (on 
line 1) JANE DOE (on line 2) . Middle initials 
may be used but complete names (first and 
last) should be used on each line. 


R 


PRLMARY ADDR(ess) 
Lines 1, 2, and 3 
Lines 10-12 


Enter the prope r ty address 
Street number and street name on line 
1 and city and state on line 2. This 
field must reflect property address. 


R 

O 


0 


O 


ZIP 


Enter the zip code of the property 


ALTERNATE NAME - Lines 1, 
2, and 3 - Lines 15-17 


If bills and correspondence are to be 
mailed to someone other than the nortgagor 
listed above, enter the billing name. 


ALTERNATE ADDR(ess) ~ 
Lines 1, 2, and 3 
Lines 19-21 


If bills and correspondence are to be 
mailed to an address other than the 
mortgaged property, enter the address 
here. 


ZIP 


Enter the zip code for the mailing 
address. 


■‘’If an alternate name and/or address 
are used for billing or mail purposes, 
the mail code must be changed as follcMs: 

12 - primary name and alternate address 

21 - alternate name and primary address 

22 - alternate name and alternate address 


Change the mail code by typing over the 
code with the proper code. 

3-26 7/86 


.LOAN SETUP PART 1 LOAN MASTER RECORD 


.SCREEN: NAME AND ADDRESS SCREEN (NAME) INPUT FORM: NAME 


FIELD 

TYPE 


SYSTEM (S) 


USERS (U) 


Press XMIT to transmit the data. 


If the screen is 
correctly completed, the 
System updates the 
record and displays Loan 
Screen Two (INS2) 


If there are errors, the 
System generates one 
or more messages at 
the bottom of the screen. 
Required fields not 
properly formatted are 
highlighted. 


Correct errors and press XMIT 
to transmit the data. If the error 
is not self-evident, refer to the 
listing of messages in 
Appendix 16. Correct the data and 
press XMIT again. Call the Data Base 
Manager if the System will not accept 
the transmission. 
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iysfcem-gene rated field 

lystem-generahed field which must be entered if anything other than Primary Name 
md Primary Address mail code is circled. 



.UlftN 'SESup" ' PART 1 IXiAN MOOTER REIMS' 


SCREEJ^; Ii:iAN 33EEN TWO (I^^S2) 


INPUT FCRM; LtiS2 and 3 


FIELD . 
TYPE . 


SYSTEM (S) 


> • DME - Current psrooessing 

• date 

) • INSTALL DUE DATE - 01 

• Line 3 

R . PPOP CLASS - Line 3 


S * PBE PAY OPT - 001 - 

• No penalty, Line 4 

R . I51E PAY PEN - 

• penalty for 

» early payment. Line 5 

R I PAY TYPE 


R . PRIN PAY MODE 
R ! INTER PAY MODE 
R I PA ftWT, Line 7 


R . LATE CHRG 


R . SERVICE CHRG OPT, Line 8 


. VC PLAT - OU - 

• late ciiarge assessed on 

• mortgagor payment 


USERS (U) 


Enter 31 for Balloco, 32 for buy-down, 
41 for 2nd Trust, or leave blank. 


Enter 00.000 


Einter 1 - fixed installment - increasing 
principal, decreasing interest 

Enter 2 ~ Monthly 

Enter 2 - Monthly 

Sci^eduled pcinclpal and interest 
amount in dollars and cents - ITOWtlSN.NN 
Special instructions are required for grad- 
uated Payment Mortgage (GPM) accounts . 

See para. 4-Sc for instructions. 

Ehtec the percentage of the late 
charge according to the mortgage -* 02.000 
for accounts prior to January 1, 1977j 04.000 
for accounts on or eifter January 1, 1977. 

Enter the a ppropriate code by typing over the 
zeros to establish the service charge to be 
billed; 

000 - Origination date of inortgage is prior 

to 9/01/62 - No service charge. 

001 - Origination date of mortgage is on or 

after 9/01/62 - 1/2 of 1% of unpaid 
principal balance. 

001 - Sec-235 mortgages with an origination 

date prior to’ 01/05/76 

002 - Sec-235 mortgages with an origination 

date on or after 01/05A6 
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:loan ssnup pajrtt i itan master record 



SCRESN: ICftN SCREEN TWO - (L£JS2) 


INPUT FCKM: LNS 2/3 


NOTE: 003 is system 
gerverated 


ESCR OONSTANTS/ 
E3CK>?“1, Line 9 


310/317 TXN APPLICATIC^ 
45213 - indicates 
ETOlication of paymerts, 
Line 10 

NX ESCR AML DT 


Hm/VA CASE 


HDD NGMB^ Line 12 


Enter the correct code to indicate hew 
the late charge is to be assessed: 

001 - none 

002 ~ 2% of the mortgagor’s payment 

003 - 4% of the mortgagor’s payment 

Enter scheduled monthly escrow amount 
in dollars and cents - tWNNN.NN. 

If the property is tax exerrpt make no entry 


Enter the escrow analysis data established by 
Heajdquarters for your office: MM0D,YY. 

The System vd.ll autcmatically enter an "X" • 
above the corresponding month in the • 
ESCR ANAL SLCT field. 


Enter case number beginning with 
office cxDde, followed by a G-digit 
case number r followed by a zero, 
followed ty zero for 3 for assign- 
ment or 9 for single family housing unit 
which was part of a multi family project, 
followed by 3-digit Secticn of the Act. 
Exan?>le; 29212345603235 
Convert 2-d git office identifiers bo 
three digits by adding a zero after 
the office code (Exan^sle; 27 becomes 270) , 

Convert 5-<3igit case numbers to six 
digits by preceding the case number 
with a zero (Exanple: 03675 becomes 
003675) . 

Enter 3 digit CRIG/SRVQC/2CNE Code, 
preceded by a zero. Exanple: 99^9 

Press XMIT to transmit the data. 
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.9C3^: UDPiN SCREEN WO - <LaS2) 


INPOT FCSHi WS 2/3 



If the screen is correctly 
oonpletea, the System 
updates the record and 
displays lioan Screen Three 
(INS3) . 


If there are errors# the 
System generates one 
or sore messages at 
the bottom of the screen. 
The required fields 
not properly formatted 
are highlighted. 


Correct errors and press XMIT to 
transmit the data. If the error ia not 
self-evident# refer to the listing of 
.nessages in Appendix 16. Correct 
the data and press yHT again, C^dl the 
Data Base Manager iFlERe System will not 
acaoept the transmission. 
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SETIUP PART 1 UDAN MASTER RBCORD 


9CREEM: lOAM XREEW THREE {i:^S3) 


FIELD 

TYPE 

S 


SY STEM (S )_ 

DATE " Current Processing 
Date 

LEGAL DEX - 


DISBURSEMENT - The System 
schedules a disburse- 
ment for the loan amount 
based on the data entered 
on U^Sl 

TAX ID (social Security 
Number ) , Line 19 


GRACE PERIOD - 015 - 
Number oC days payment 
must be late before late 
charge is assessed. 

TELEPHONE NO - Home 
Phone entered on INSl 

If the screen is correctly 
completed, the System 
updates the record and 
adds status codes 11 & 65 
and condition cedes 12 
anH S3 to LNSl. The 
displays the 
M051-NA 

•' the bottom 


properly formatted are 
highlighted. 


INPUT FORM; Li^S2 and 3 or LNS3 


USERS (U) 


Legal description of the property may be 
entered if useful to the field office. 35 
alpha or numeric characters to a line. Thif, 
field can be used for narrative information 
you wish to store on the account. (Thu 
legal description should be brief since this 
screen will be used to record mossageH from 
field offices and the Service Center.) 


Enter the mortgagor’s social security 
number including dashesj NNN-NN-NNNN . 

If unknewn enter all 9’s: 999-9^9999 

Under the Tax Reform Act of 19Bd OFA 
nujst report the mortgagor ' s Social 
Security Number to the Internal Revenue 
Service. If you do not know the SS nunlx'r 
enter 9P9-99-9999, but secure the nunbe^r ' 
as soon as possible and enter it in this 
field * 

Proceed to the instructions for Part 
Two of the Account Setup - Financial 
Transactions. Befo r e clearing the 
screen, reoord the account numl:)eTr 


Correct errors and press XMIt 
to transmit the data. If thr“error 
IS not self-evident, refer to the 
listing of messages in Appendix 16. 

again. 

win Manager if the System 

Will not accept the transmission. 


Page 2 


If an error was made 
when entering data 
on LNSl , NAME, LNS2 
or LNS3, corrections 
can be made before 
the financial trans- 
actions are entered. 


Enter the command //Loan, account 
number. Press XMIT. LNSl will appear, 
enter correction and press XMIT, If 
there are no corrections to be made on 
this screen, press XMIT and the NAME 
screen will appear. Proceed in this 
manner until all corrections have been 
made . 
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LOAN SCREEN THREE 
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Sysfcejn-generated field 



,ixm 

SETUP PART 2 nm^m. rmspcnotis 

!q 3 ieen: nnwciAL imsrcnoti 30ba iniot kkm; trsn 

.FIELD . 

• 

.lYPE 

. SYSTEM (S) 

. USERS (U) 


* 

• 

• 

• Clear the screen. 

• 

• 


• 

• 

• 

• 

• 

• 

. Enter the coratiand: 308A/acc5Ount number 


« 

. Press XMIT 


• Displays the transaction 

• 


. format with the following , 


* iDSssage at the bottom: 

• 


. T0039 Reguired Field 



• Missing 



• 

, This message is displayed 



. at the beginning of all 



. transactions and remains 



. cm the screen. 


! R 

. pmv 

. Enter the amount entered for original 


• 

. loan amount in LMSl: 


• 

• 

• A9G - unpaid prinoipzQ. balance 


• 

• 

, P^W - original mortgage balance 

« R 

• 

. Enter date in the format wwn 


• 

. ASG - date of assignment acceptance 


• 

• 

. letter (appr/dcl on lnsI) 


• 

• 

. mi ~ date of closing of uortgage 


• 

• 

. Press MOT to tranasit the data 

' 

• Displays the results of 

• Clear screen. 


"“insacticn cn the 



of the screen 



the 

. Correct errors and press XMIT to 


a 

« transmit the data, if the error is 


below 

’ listens 

• Of messages in Appendix 16, 



* Manager if the 



. System wiU not accept the transmission. 



‘ (See 308A fliiancial transaction format 


-- 

• in Appendix 14-1,) 

^ — 


7/fi 


LCftN SEIUP PART 2 FINA^CM^TOW^S?CTIa^ 


« 


SCREEN 


FIELD 

TOPE 


FINANCIAL 'mWSACnON 333A INPUT FDPM; TRAN 


SYSTEM (S) 


Displays the transaction 
fccmat. 


USERS (Uji 

Enter the ocranarwi; 333A/ac^^ nirnber 

Press XMIT 


R 


pmr 


R . INTI 
R . INr2 


Displays the results of 
the transaction at 
bottrxn of the screen. 


Enter the efftKxint as entered on transaction 
3p^ as follows; 

ASG “ unpaid principal balance 
IMM - origined. mortgage amount 

Enter the General Ledger Account Code 
ljm999999 

Sequence NLsnber -• enter 9W» 

Press xmT to transmit the data. 

Clear screen. 


If there are errors the 
System displays a 
message at the bottom of 
the screen below the T0039 
message. 


Correct errors and press XMIT to 
transanit the data. If the error is not 
self-evident, refer to the listing of 
messages in Appendix 16. Correct 
the data and press XMIT again. Call 
the Data Base Manager if the System 
will not accept the transmission. 


(See 333A financial transaction format 
in Appendix 14*- 2.) 
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UQftN SETUP PART 2 FlNAJ«:iAL TRANSACTIONl 


• 

.SCREEN: 

• 

FTNAMCIAL TRANSACTION 

257J 

INPUT K»M; TRAN 

.FIELD . 


• 


.TYPE . 

SYSTEM (S) 

• 

USERS (U) . 


Enter the ocranand: 257J,acocxint number 


Displays the transaction • Press XMIT 
fonmat. 


R 


WOT 


Enter the principal paid~to date in 
the format mX)T£. 


R 


IWTl 


ASG - Due date of oldest unpaid installnvent 

HW " Due date of first payment under 
the mortgage. 

Enter the interest paid-to date in 
the format mxm 


A9G “ First day of the montii prior 
to the principal paid-to date. 


Displays the results of 
the transaction at botton 
of the screen. 


IM4 - First day of the month prior 
to first payment due date. 

Press XMIT 
Clear the screen 

FOr IWMs oc^tinue with 304A transaction. 
For assigned mortgages, proceed to File 
Maintenance 


If there are errors, the 
System displays a 
message at the bottom of 
the screen below the 
T0039 message. 


Correct errors and press XMIT to 
transmit the data. If the error is 
not self-evident, refer to the listing 
of messages in Appendix 16. 

Correct the data and press yHT again. 
Call the Data Base Manager TFthe 
Systesn will not accept the transmission.. 


(See 30^ financial transaction format 
in i^pendioc 14-4.) 


New accounts will not be available for file 
maintenance until the following day. 
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liOAN SEnmP PART 2 


rmmziAL mNSAcnoNi^ 


9CREEJJ 


FINANCIAL 'niANSACnasi 304A 


INPUT FCm; TPAN 


.FIELD 

TYPE 


SygTEM (S) 


USERS (U) 

jEtor only, enter the caxsnanc!: 
304A, account number 




Displays the transaction 
format 


R 


AMNT 


Enter the total of interest and 
escrow paid at closing in dollars and 
cents. 


R 


INTI 


Enter interest paid at closing in 
dollars and cents. 


R 


iis?r2 


Enter tax escrow paid at closing in 
dollars and cents. 


Pr.ess 3{WIT to transmit the data. 


Displays the results 
of the transaction . 

Loan disbursenient is 
oonplete. The System 
deletes condition code 21 
& adds condition codes 13, 
15, and 16 to LNSl. 


Clear the screen. Proceed to 
Pile Maintenance. 


If there are errors, the 
System displays a 
message at the bottom of 
the screen below the T0039 
message. 


Correct errors and press XMIT to 
transmit the data. If the error is not 
self-evident, refer to the listing of 
messages in Appendix 16. Correct 
the data and press XMIT again. Call your 
Data Base Manager if the System 
will not accept the transmission. 


(See 257J financial transaction format 
in Appendix 14-3 ♦ ) 
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r.OAN SET-UP PAHT 2 


TRAN 


FINANCIAL TRANSACTIONS 


USB NUMERIC DATS FORMATS 
ALL NUMBERS ARE IN DOLLARS 
AND CENTS FORMAT. 


308A 

INT 1 

ASSIGNMENT 
ACCEPTANCE DATE/ 
PMM CLOSING DATE 


AMNT 

{MUST « LOAN 
AMOUNT, LNSl) 


333A 

INT 1 1^8999999 

INT 2 000 


AMNT 

(SAME AS ABOVE) 


257J 

INT 1 

INTEREST PTD 


AMNT (Enter 
PRINCIPAL PTD) 


(PMM ONLY) 


INT 1 

* & ESCROW INTEREST 

:losing) 

INT 2 
ESCROW 


INT 1 & INT 2 MUST EQUAL AMNT 


KEYED BY 


DATE 


VERIFIED BY 


DATE 


3-3B 


7 


fuJAN SmUP PARYT”FI[iE MAIN’n-^lAfCE 



SCREEN; IjOAN SCREEN ONE 


INPUl' FORM: FM 



FIELD 

TYPE 




USERS (U) 

Enter the cxxrmand: //PT^,LNS1, account number 
Press XMIT 


R 


Displays LNSl, Line 23 


Line 23 


For assigned loans only: 

Remove the condition code 21, Place the 
cursor over the 1 in the "2" column on the 
OOND line and press the space bar to erase 
the 1, Do not use the ERASE EOP/EOL key to 
erase the 1 . 

For all loans: 

Set condition code 36 waive late charges. 
Place the cursor in the "3" column on the 
OOND line and type a 6 in any space in 
the *'3" section. 


Line 22 


For all 235 and 265 subsidized loans: 

Set status code 27 - 235 loan- 
place the cursor in the "2" column on the 
STATOS line and type a 7 in any space in 
the '*2" section. 


Displays the message: 
m OCMPLETE Loan 
disbursement is complete. 


Press XMIT to transmit the data. 

Proceed to Part Four - Trailer Records for 
assigned mortgages except 221(g) (4) . 

Purchase Money Mortgages - Loan Setup is 
Complete. Prior to closing the Teller, 
check the history screen to ensure that all 
financial transactions have been entered. 
Enter the command; //IQ,HSTY, account 
number. Press XMIT. The paid to dates, 308A 
333A, and 304A (PMM only) should appear on 
the screen. When all setups are complete, 
close the Teller (See page 3^52 for sample 
Teller Close Screen.) 
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SCREEN 


KBHEAPANCE TRAILER (PCRB) INPUT FCRM: FS/to 


riEUD 

TYPE 


SYSTEM (S) 


USERS (U) 

For assigned roortgages only fexcludlr^ 
22l'(g) (4) autanatlc assignments) you 
naist establish a trailer with 
Infonnation on the forDearance agreeanent. 


Forbearance trailers are established 
for suspended payment agreements. 

Change pay option to 4 when suspended 
payment agreement expires. 


Enter the ocniisand: 
//FM,PC«B, account number. 


6 

S 

R 


Displays the Fdrbeaurance 
Screen. 


Press XMIT 


DftTE - Current Processing 
SaURT NAME 


Enter the cnnraand: 
//FM,PORB, account nixnber. 


TRAILER STTATOS, Line 5 


Enter i for active or 8 for deactivated. 
8 is used to terminate agreernsnts. 


R 

R 

R 

R 

S 


PAID-TO DATE, Line 5 


START DATE, Line 8 


Enter the paid-to date under the agreement. 
For new agreements, enter the start date. 

start date ‘ 
agreement. A 
the first of 


PAiMENT AMOUNT, Line 8 


END DATE, Line 11 

AGCRUBMD DATE, Line 13 

Payment Stc.tus Field, 
Line 13 


The monthly payment required under 
the agreement, in dollars and cents. 

Ehr suspended agreements enter ,00 

The last day of the month and year in 
which the agreement ejqpires - MMMDD,yY. 

Enter first day of month during which case 
is entered into System -MM1DD,YY. 

Enter ’’R" for reduced payments 

Enter "I" for increased payments 
Enter "F" for full payments 


* Enter *'S" for suspended payments 
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wm SETIUP PART 


TRAILER record; 



LOAN SEIUP PART 4 O^yVILER RECORDS' 


9CREEM: LOAN ^€^^ITCRI^KJ TOAILER (MCNT) XNKTT FORM: P^/OT 


PIEUD 

TfFE 


SYSTEM (S) 


USERS (U) 


Displays the Loan 
Monitoring Screen. 


Create a trailer to rccnitor 
the expiratlcn of the forbearance agceeirsent 
for all accounts under forbearance including 
these which have a suspended payreenh. 

Enter the command; 

//FM,MM[^, account number 

Press XMIT 


S 

R 


DATE - Current 
prcx:essing date 

STATUS, Line 5 


R 


DEPT, Line 5 


Enter A for active or D for deactivated 
("D** is used to eliminate the trailer 
at a later date) 

Use ycur branch code. 


R 


REASON, Line 5 


NOTE DATE, Line 5 


Enter a 2 - digit adpha code to identify the . 
loan servicer or type of monitoring, (Used * 
to sort Loan Monitoring Report, breaks 
report within PO by servicer or monitoring • 
type i.e., FB-Forbearance, RC~Recertification; 
etc. 

Enter forbearance end date as entered 
cn PORB screen - M^MDO,YY. 


ID TIME, Line 5 


Enter for 6^ days 


AMCXOT, Line 5 


Enter roenthly payicent required under 
the forbearance agreement as entered 
on PCRB screen, in dollar and cents. 
Enter p'.pp' for suspended payment 


hom SETUP PART 4 TRAIIiER RECORDS 


SCREEN 


FIELD 

TYPE 


R 


LOAN MONITORING TRAILESR (MONT) INPUT FORM: PB/MP 


SYSTEM (S 


REMARKS 


Displays the message 
M147 EM CCMPLETE. 

It will assign a sequence 
number to each trailer 
displayed on future 
inquiries. 


USERS (U) 


Enter FORBEARANCE and the type of 
forbearance agreement: 

Suspended 

Reduced 

Full 

Increased 

Example: FORBEARANCE - REDUCED 
Press XMIT 

Et>r 235 loans, proceed to the 235 Trailer. 

For all other assigned loans, LOAN SEJTUP IS 
CCMPLETE. Proceed to the next account. 
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System-generated field 



LOai SmfP PART 4 TRAILER RTORDS 
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System-generated field 



SCIUP PART "4" TRAILER- 


SCREEN 


HELD 

TYPE 


R 


235 RHIEKiaFiCWlOH YRAIlSl (C235) INPUT FTOl; C235 


sramjsi 


Displays C235 Reoertlfl- 
catlcsn Trailer. 

CASE#, tins 3 


ST?mJS, Line 3 


CDNDl, Une 3 


xrr Lsr c m i F, line 5 


DT NEXT csmr, Une 5 


EFTECnv DATC, Une 5 


KXWJIA 2 FCTR, Une 7 


ADJ^ID annual income 

Une 7 


rCPMJIA 1 mCMENI) 
Une 9 

WWIA 2 PAT^^I 
Une 9 


useM_M . 


Enter the ccrnmand; 
//lM,C235,loan 8ctx*unt 

Presa JCMTT 


. Enter csase n\ST»ber beginning with 
. office code, followed fay a 6-<3igit 

• case rmbetf foUcwed fay a *ero, 

. followed by 0 for l>m, 3 for asslgiv- 
. Toent, 9 for single faanily housing unit 
. whldi was part of a aultlfamily project, 

. followed fay S-digit Section of the Act code. 
. Exan^Jle} 29212345603235 

9 

• Enter 1 for Active or 8 for Inactive 
. (use 8 to delete a trailer when it 

• is no longer needed.) 

• 

« Enter 8 If subsidy was suspended and 
. the trailer Is beir^ created foe record 
, porpoees. 

« 

« The date on which the aortga^gor was 

* last recertified - MMMDD^TY 

• 

. The date on which the morgagor Is 

* due foe recertification - M^MCD,YY 

• 

• The date that the payment change 

. resulting from the recertification Is 
. effective - MmD,YY 

• 

. Enter the FOnnola 2 factor for the loan frew 

• SDD 4330.1, Appendix 10 In the focmat N.HSNN 

• 

• The mortgagor*# certified annual Inaotae on 

• whidi the eligibility for si^ldjy Is 

• determined. Dollars and cents* 

• 

• The assistance payment calculated under 

• formula 1. Delias and cents. 

« 

. The assistance payment calculated under 

• Ibnaula 2. Dollars and cents. 
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R ' MORTGAGOR PAY, Line 9 


R MTHLY SVC CHG, Line 10 


Mortgagor payment - total payment to 
principal, interest, escrow and service 
charge less the Formula 1 or 2 assistance 
payment, whichever is less. Mortgagor pay- 
ment plus subsidy must equal the payment 
as entered on LNS2. If not equal, a 
message will appear. 
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J/Vv'4 SEIU? vwr 4 RECORDS 


ftT pyVN ; 235 RHIIHOTFICATICM TRAII£R(C235)INK7r FCmi C235 


FIHJD 


SYS™ (S ) 


USERS (U) 


"^rtgagor Plus Assistance Pymt 1^'Pymt AMT." 
Go to LNS2 and make change ox correct 235 
i-nfoTTnat-irin xohichevtir aonropriate . 


TTL MIHLY PAY r 
Enters the tot^ monthly 
payment after the screen 
is ooopleted and displays 
It on future inquiries 


S 


Press XMIT 


If the screen is correctly Proceed to the Loan Monitoring Trailer 

oanpleted, ttie System • for 235’ s 

qpdates the record and 

displays the message HM 

CXMPLETE at the botton of • 

the screen. • 


If there are errors, the 
System will generate one 
or rtore messages at 
the bottaom of the screen. 
The required fields 
not properly focirvatted 
are highlighted. 


Correct errors and press XMIT to 
transmit the data. If the error is not 
self^vident, refer to the listing of 
messages in Attachinent 16- Correct 
the data and press XMIT again. Call 
the Data Base Manager if the System will 
not accept the transmission. 
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UQAN SBTOP PART 4 TRAILER RBDOTDS 
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,LDftN SETUP PART 4 TKAILEB RECORDS 


.SCREEN 


FIELD 
TVfPE . 


FIELD , 
lYPE . 


DDAN torcTORTMC TRAILER (MDNT) INPUT FORM: C235 


SYST^iy 


SYSTEM (S) 

If there are errors, the 
System generates orte 
or more inessages at 
the bottcro of the screen. 
Required fields which 
are not properly formatted 
are highlighted. 


USERS ( 0 ) 


USERS (U) 

Ctorrect errocs'"and]^ss XMlf T^ 

If the error is not self—etvident# 
refer to the listing of nessages in 
^^dix 16. Correct the data and press 
^ again. Call the Data Base Manager 
IFthe System will nat accept the ® 
transmission, 

Proc^ to Efectow Payee and/or Escrow 
Pequireiwnt Trailers, if 2777X has not tec 
received which may list types of taxes 
paid ty the jj^tgagee, this ocmpletes the 
account setup. File maintain the above 
trailer (s) receipt of the 2777 a. 


SET-UP IS COMPLETE 
When all set-ups are complete 
close your Teller. (See Teller 
Close on page S-gi) 
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MORTGAGOR 

ACCOUNT NUMBER 235 RECERTIFICATION TRAILER (C235] 

date 



loan setup “pArT f LffAN'PjYTE RECORD SETlfP" ~ 

ETC ROW RAVf rRICCTR'D (PAYE) IWlJTT (TfTM P'A'yT 


FltTiT 

TYPE 


SYSTEM (S) 


USERS (U) 

When an account subject’ to taxation by 
an organ j zat j on not listed in Report 
460 , C oin pi e t e E s c r o w P aye e List, 1 
added to inventory, establish a payee 
record . 


Oi spl ay the Escrow 
Payee Screen with 
an escrow payee 
number in the upper 
ri ght 


Enter the Command: //LNPA 
Press XMIT 


Record the payee number on the input 
form and complete data entry as 
f ol lows: 


S 

R 


SHORT - NAME, Line 3 


Format this field as follows: 

1. Last two digits of office code 

2. space 

3. name of taxing authority (see name 
formatting insturctions below) 

(This format will enable Report No, 

460, Complete Escrow Payee List to be 
printed numerically by field office 
office code.) When payee's name is 
City of Utica, enter "09 Utica", it 
is not necessary to enter the words 
City of. County of, etc. in this field. 
This applies to payees with names that 
begin with such designations as "Town 
of . , or "City of , . or 

"County of , . Do not use name 

of a person whom payee designates in 
their official address. 


I - CODE, Line 3 

ADDRESS 

5-9) 


Enter 1 (permanent; do not purge) 

Enter payee's full name and address as 
follows (35 characters per line): 

Tax Authority Name 
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LOAN PA:^ REDORD file 

PART 4 


.SCREEN: 

• 

ESCPOW PAYEE 

REECRO 

(PAYE) 

INPUT FORM: PAYE 

.FIELD . 
.TYPE . 

SfETEM 

(SL 


USERS (U) 

. 0 . 

» • 

LINE 2 



Title of individual to wton correspondence 
shculd be directed. ' 

• R 

* • 

LINE 3 



Tax authority street number and street name . 
or Post Office Box 

• • 

. R . 

LINE 4 



City, state, and zip cede 


NOTE: Variations in the address format 
are permitted if required by the taxing 
authority. If an entry is not needed 
for a title, the other entries must be made 
on lines 2 and 3. Hoviever, the mail de- 
livery location (street address or box 
number) MUST always be in the line above 
the city, state and zip caie. 


S 

S 


DATE OPEN 


Current processing date 


LAST F/M 


Current processing date 


Creates a payee record 
and displays the message 
NA OOMPLETTE 


Displays the Elscrcw 
Payee Screen. 


Press XMIT 


To cdiange a payee name or address, 
enter the oorrmand; 

//EM, PAYE, payee number 
Press XMIT 

The name and address information can be 
changed by typing over the information 
on file. 


, For each 
that yo« 

• the Esc 
. (for YE 

• will re 

• appear 
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For address changes, enter only the payee number and the information to be corrected. 



//lO, PAYE, 050170001 ESCROW PAYEE NAME ~ ADDRESS 050170001 

DATE 09/25/86 


TAX INC EXPIRATION DATE 
DATE OPEN MAROSrOO 

LAST F/M FEB19r86 

date closed 

CLOSE- 

COMMENTS 

M097 - 10 COMPLETE 

y 


.INE 2 TAX COLLECTOR 

.INE 3 CITY HALL 325 CONGRESS STREET 

.INE BRIDGEPORT CT 0660A 

INE 

FAX INCREASE PAYEE SORT OPT 
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FIELD 

TYPE 


SYSTEM (S) 


Displays the Escrow 
Requi rements Screen 

SHORT NAME 


USERS (U) 


Establish a line item on the ESCR 
Screen for each type of tax levied 
against the property by the taxing 
author ity(1es) having jurisdiction 
over it. If this information has not 
been provided on the Single Family 
Application for Insurance Benefits 
form (HUO-27011), you are responsible 
for obtaining it . 

Enter the Command: //FM,ESCR, account 
number, Press XMIT. 



CURRENT PROCESSING 
DATE 

NUMBER PAYMENTS, 
Line 3 


Used to create multiple copies of 
last escrow requirement entered on the 
Screen. When term for each tax type 
is 12 months make no entry in this 
field. When term for tax type is 6 
months enter 2 in the Number of 
Payments field - this will cause the 
System to automatically produce 2 lines 
which are Identical except for the due 
dates. When term for tax type is 3 
months enter 4 in the Number of 
Payments field - this will cause the 
System to automatically produce 4 lines 
which are identical except for the due 
dates. 


If two or more tax types are to be 
entered and each has a term requiring 
multiple trailers (3 or 6 months), 
they must entered as separate file 
maintenance activities. For example: 
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SEQ, Line 5 
STATUS, Line 5 
Type, Line 5 


OUE/PD, Line 5 


TERM, Line 5 


’OLICY-TAX, Line 5 


HUD is required to pay a County tax 

semi-annually and a Water/Sewer tax 

quarterly - 

1. For the county tax enter 2 in the 
Number of payments field; 

2. Enter CUSHION information; 

3. Enter County tax information; 

4. Press XMIT (Screen will show 1 
CUSHION line, and 2 County Tax 
lines each of which has a different 
due date) ; 

5. Recall ESCR Screen; 

6. For the water and sewer tax enter 
the 4 in Number of Payments field; 

7. Enter Water/Sewer tax information; 

8. -Press XMIT (Screen will show pre- 
viously entered information plus 4 
lines for this tax type each of 
which has a different due date). 


Enter 3, Bill has been paid. 

Enter tax type code. Refer to Type of 
Tax or Assessment Table in Appendix 5. 

Enter tax payment deadline date (the 
last day of the year on which taxes 
can be paid without incurring a 
penalty). MMMDD,YY 

Enter number of months in each payment 
period. Two-digit number with lead 
zero, (03 = quarterly, 06 = semi- 
annually, 12 = annually.) 

Enter taxing jurisdiction's property 
identification number. This number 
mj^t be entered exactly Fs “establ fshed 
by the taxing authority - includp 
decimal points, hy p h e n s , blank spaces, 
letters etc,, if applicable. If the 
number begins with zero (0), press the 
space bar one time to create a blank 
space between the first character of 
the property Identification number and 
tnezeros which will be entered auto- 
matically by the System. 
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TYPE 


SYSTEM (S) 


USERS (U 


R 

R 


R 

R 

R 


AMOUNT, Line 5 


Enter amount due/paid for the most 


recent tax term. 


PAYEE, Line 5 
CHECK, Line 5 


Enter Payee I.D. number from Report 
460, Compl ete Payee List. 

Make no entry. 


(Enter any additional tax types which 
must be on the following lines.). 

Establish a CUSHION unless you 
determine that taxes for the next 
taxing period will remain stable. To 
establish the trailer enter the 
f ol 1 owi ng data : 


STATUS, Line 5 
Type, Line 5 
DUE/PD, Line 5 


Enter 3, Bill has been paid. 

Enter tax type Code "90". 

Enter the same tax payment deadline 
date as for major real estate tax. 


R 


TERM, Line 5 


Enter 12 


R 


POLICY-TAX, Line 5 


Enter the word "CUSHION. 


R . AMOUNT, Line 5 


R . PAYEE, Line 5 


Enter an amount equal to one-sixth 
{2-inonths) of the total annual taxes 
paid on the property (the amount of the. 
cushion should be adjusted annually to . 
correspond to changing tax require- 
ments). 

Enter "055912034“. This fictitious or . 
"Dummy" number is to be, used Department- 
wide for the exclusive purpose of 
establishing a cushion trailer. It is . 
not associated with an actual taxing 
authority. 





LOAN setup PART 4 TRAILER RECORDS 
SCREEN: ESCROW REQUIREMENTS TRAILER 

mro : 

TYPE SYSTEM (S) 


INPUT FORMT 


USERS (U) 


V' 


CHECK, Line 5 


Make no entry. 

If the property is "tax exempt" and no . 
escrow analysis is to be performed, 

Condition Code "35" (non-escrow , 
loan) on LNSl and make no entries in 
the Escrow Constant 1 field on LNS2 or . 
on the ESCR Screen. 

• 

Establish a tax data source document 
(i .e. , a^Tal( Data Card or Enter in 
Critical Path Processing Tax Sub- 
System or other automated system) 
for each account that accurately 
reflects: the SFMNS code for each 
type of tax to be paid; the tax 
penalty date; the tax term (e.g,, 3, 

6, or 12 months); the property 
Identification number; the amounts of 
tax paid; the amounts of tax paid; 
the SFMNS payee number; and the 
"cushion" amount. It is necessary 
that your officers tax data source 
documents be accurately maintained for . 
all SHMs^in your Inventory . . 

Upon completion. Press XMIT. 
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PART 4 



ments made by the mortgagee only 





IjCW; setup pw 4 
tSLes^ cidse 


TEUiER^Cij^SE 

“■ input FOl^^ 


.FIELD 

.TYPE 


SYSTEM (S) 


USERS (U)_ 


Enter the command: 027 A, teller number 
Press XMIT 


Displays the teller 
closing totals tor the 
day. 


This cjon^letes the loan ^tup. If you have additonal loan setup or file 

^ cjonpletes your data entry, log off the 

System following the log-off instructions in Chapter 2, para, 2-4, 
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GFM 

02/84 


GE2®AL INSmXrriONS FOR FII^ MAINTOIAl^ 


SCREEN: Any screen or trailer which has file maintenance canmand. 
Index# Appendix 6 


FIELD 

lYPE 


SYSTEM (S) 


USERS (U) 


Enter the Screen Conmand 


See Command 


(Example //FM#LNS1, account number to file 
maintain Loan Screen One — Refer to the 
Coiroand Index for the ccmplete listing of 
screen camiands. If no listing is given for 
file maintenance for a screen, that screen 
cannot be file maintained.) 


Press XMIT 

Make the change (s) by adding or typing 
over the data in the field (s). 


Press XMIT 


Displays the message: 
FM COMPLETE 


If there are errors, the 
System displays a message 
at the bottom of the 
screen bela# the TM 
message. 


Correct errors and press XMIT to transmit 
the data. If the error is not self-evident, 
refer to the listing of messages in Appendix 
16. Corcec± the data and press XMOCT again. 
Call the Data Base M£uriager if the System 
will not accept the transmission. 
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SFMNS FILE MAINTENANCE- REQUEST 


SERVICER ___ REQOBST DKTE 


U>M NDMBrR 1 i ( 1 

1 I I 1 

{ ( t 1 

1 1 . L J 

1 t I 

1 1 1 


E9ORTGAG0R NAME 



COOES TO BE SET/REMOVED - 

CIRCLE THE 

APPLICABLE 

ITEMS 

S41 » Foreclosure 

SET 


REMOVE 

S46 - Bankruptcy 

SET 


REMOVE 

C38 - Send No Mail 

SET 


REMOVE 

C36 - No Late Charges 

SET 


REMOVE 

C21 - Accept No Payments 

SET 


REMOVE 


(CIRCLE ONE) 

Deactivate Eorbeatance Trailer YES NO 


Deactivate Monitoring Trailer 


YES 


NO 


PAY OPTION 9 - NO BILLS 4 - MONTHLY BILLS 


KEYED BY DATE 

VERIFIED BY DATE 
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CHAPTER 4. SERVICING PROCEDURES 


4-1. 1 NTRQDU CT I ON . This chapter provides information on aspects 

of servicing affected by the System. The specific areas of 
OFA and field office responsibilities are discussed by topic 
area i n thi s chapter. 

4-2. FIELD OFFICE RESPONSIBILITIES 


A , New and Existing Accounts . Field office staff are 
responsible for entering new accounts into the System 
and for entering specified servicing data on existing 
account s . 

B, Payoffs, Assumptions and Foreclosures . The field may 
obtain payoff and assumption statements and the 
information necessary to issue the Notice of Intention 
to Pored ose. 

C , Servicing Record Cards, Form HUD-92202 . You are no 
longer required to post payments, payment term (original 
note or forbearance agreement ), anniversary dates for 
recertifications, or any other information on the 
servicing cards indicated in HUD Handbook 4335.1, 
Procedures for Servicing Sec ret a ry -h el d Home Mortgages. 
Loan payment information is maintained in the Single 
Family Mortgage Notes System (SFMNS) and provided to you 
in the Daily Collection Report, No. F-60. All other 
pertinent information previously maintained on the 
servicing cards can be obtained from the System on the 
various account screens. At your option, you may 
continue to use the HUO-92202 as a servicing tool to 
record collection letters, telephone calls or field 
visits, 

4-3. FIELD OFFICE RESTRICTIONS . Field offices are not permitted 
1 0 p e r f o7 m fT n a n c iTl t ransa ct ions other than at initial 
account setup. All other accounting functions are reserved 
to OFA. The field is also restricted from changing certain 
data fields which affect the accounting records after 
initial setup, 

4-4. OFA RESPONSIBILITIES . OFA is responsible for all 

fin aTn^l al transactions, including payment transactions, tax 
payments, and any adjustments to prior transactions. OFA is 
also responsible for maintaining the General Ledger and for 
reporting on accounting data. OFA will also continue to 
enter data on some aspects of servicing in which Head- 
quarters is involved such as property acquisitions. OFA 
has established a Service Center to process all trans- 
actions and to respond to inquiries from the field. 
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4-5 . NEW ACCOUNTS . When a mortgage is added to the Secretary- 

FeTcT i nvent ory , an account is created in the System, Field 
offices will set up all new actounts (except purchase money 
bulk sales), 

A , Assi gned Mortgages 

1 ) Assignments Accepted by the Field Pursuant to CFR 

24 203.350 or 203,650 , The field office must create 
a new account when the assignment acceptance letter 
is issued. This permits accounting for payments 
immediately. Field offices will create the record 
using the account setup procedure in Chapter 3. 

2 ) Automatic Assignments Under Section 221(g)(4) 

a. Account Setup , Field offices must setup 
these accounts when the notification of the 
pending assignment is received. 

Payments . In many cases, field offices will 
receive payments from the mortgagor before Form 
27011 is received from the mortgagee. If the 
office has not received notice from the 
mortgagee of its intent to assign, the field 
office may need to contact the mortgagor to find 
out who the mortgagee is and the FHA case 
number. The FHA case number is to be put on the 
check or money order and the payment forwarded 
to the lock box. If an office receives a second 
payment before Form 27011 is filed, immediately 
contact the mortgagee to determine the status of 
the assignment. If the mortgagee is unable to 
complete the assignment properly, the field 
office must advise the mortgagor to make future 
payments to the mortgagee. The field office 
should notify OFA, Insurance Claims Division 
Service Center, to return to the mortgagee any 
payments collected on that account. 

c. Notifications to Mortgagors . When Section 221o4 
mortgages are set up in the System prior to the 
mortgagee filing the claim for insurance 
benefits several problems occur. These problems 
are primarily caused by the fact the escrowed 
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funds have not been received from the mortgagfiff , 
therefore, the funds are not entered Into the 
System during the account setup. Thus* if 
are paid prior to the time the escrowed fund-', 
are received, the account will go into ciefauU., 
In turn the mortgagors will receive monthly 
bills showing them as delinquent when they art* 
actually current. Another problem is that many 
of these mortgagors are accustomed to sending 
their payments prior to the first day of the 
month. The System treats such payments as 
prepayments to the unpaid principal balance of 
the mortgage and not as the mortgage payment for 
the following month. This means that the 
mortgagors will receive delinquent notices. 

Each field office is to develop a letter (a 


sample letter is in Appendix 30) to be sent to 
each Section 221g4 mortgagor when the 
notification of the pending assignment of the 
mortgage is received, fully explaining these 
situation and any other situations the field 
office believes should be included. The 
mortgagors are also to be advised of any steps 
they may take to prevent the problems from 
occurring* They should be told that except for 
prepayments, the problems should not normally 
last more than a few months. 


All mortgagors should be told to 
field office concerning inquiries about the r 
accounts. Mortgagors should not write to the 
Payment Processing Center. 


B • Purchase Money Mort j^^e^ 

ri-;, 

assigned mortgages differ. 

2) SuU Sales . OFA retai^ns 1 shed^in the ^ 

■jj^— ffi^sTTccounts . FHA case number assigned 

?Vrlrropfr?/ln the group. 
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C. Graduated Payment Mo rtpjes* GPM's entered into the 
’System p^rToT'^'t o^pTil BsC'we re entered using the 
principal and interest payment due under the terms of 
the plan in effect for that mortgage. In some cases 
this payment was less than the interest due on the out- 
standing principal balance. Payments received on these 
accounts could not be applied and have been held in 
escrow. To properly handle these accounts use the 
following instructions. 

1) Principal and Interest . You must enter a principal 
and interest payment that will allow payments to 
apply to principal. You determine this by taking 
the greater of either the scheduled principal and 
interest payment from the mortgage instrument (using 
the current month and year of entry) or the level 
payment. Use the following formula to determine the 
level payment amount; 

Unpaid principal X interest rate f 12 + $.10 

If the mortgage Instrument is not available, you 
must enter the level payment. If payments have been 
applied to escrow, call the Service Center to have 
the account adjusted. 

2) Annual Adjustments . All GPM’s should be adjusted 
annua 11 y d'u rT n~g~t h e anniversary month of the date of 
first payment. You must provide the following 
information when calling the Service Center to have 
the account adjusted: Plan No,, original mortgage 
amount, date of first payment, and the schedule of 
payments (from the mortgage instrument, if 

aval 1 abl e . ) . 

Code 31 . OFA will enter a ”31" on Line 18 of Loan 
Screen Two in the EXTRA CODES to indicate the loan 
may be handled as a regular loan. In most cases, 
this will occur when the loan Is current and has 
reached the final principal and interest amount on 
the schedule of payments. 

4) Account Status. Field offices must call the Service 
Center' to li a the account adjusted prior to 
providing figures to bring the account current or to 
pay the account in full if the Code 31 does not 
appear on Loan Screen Two. On Accounts beginning 
with 07, there must be both Code 12 and 31, 
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other Special Mortgage Instrument s. The System does not 
curr^t ly provide special handling for Adjustable Rate 
Mortgages, buy-down agreements, and other special 
instruments. Field offices which accept these or other 
special mortgages into inventory must call the Secretary 
Held and Counseling Services Branch (755-6664), 
Headquarters, for setup instructions. 

E . Execution of Assignments of Mortgage to Mortgagees . 

Vlhen it becomes necessary to prepare and execute an 
assignment back to the mortgagee, field office must do 
the f ol 1 owi n g : 

A. check for payments remitted and taxes disbursed. 

The tax disbursements must be deducted from the 
payments applied to the account to determine if a 
refund, if any, is due. 

B. verify the mortgagee‘s address and the mortgagee's 
loan number if a refund is due. 

3) obtain from the mortgages the funds necessary to 
close out the account if the amount disbursed from 
taxes is greater than the total amount of payments 
received. The funds received from the mortgagee 
should be sent directly to the lock box in Atlanta. 

4) call the Service Center to deactivate the account. 

At the same time, indicate if there is a refund due 
and to whom the refund should be sent. If 
available, reference the mortgage loan number on the 
refund . 

4-6. RECONCILIATION OF CLAIMS AND SYSTEM DATA 


A. Review after Initial Claim has been Paid . Prior to 
Ma rch 198^ , staff j h ^F A7 i^os t I'nTu F Division, 

Single Family Notes Branch, would compare the System's 
data with information on Form HUD-27011 upon receipt 
from OFA, Insurance Claims Oiv-^ci'nn. Adjustments to the 
account were made and an "11" 

Loan Screen Two in the EXTRA 
System data is in agreement v 
HUD-270U. 
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B. 


documentation repress g Brandi, another review 

reaches 1'"'° ''e "ade dien required. 

1s made. Again, . cvstem data are in 

When claims i /be entered on Line 17 of 

agreement, the number 12 wi ' ' 

Loan Screen Two in the EXTRA CODES ne^^ 

number "12" unrecorded disbursements on the 

aware that there on about any of the 

account. If ''nma as'^a result of their review, the 


extra codes field on Loan Screen i beginning with 06 

CO., .t.J b» . "I!" » 

SI'cSbA COOES tieu „ 0o>o Scr.oo T.o. 


4-7. 


PAYOFFS . In P''°®®|^'s'’?5P5!^485! ’ Tre*" Cent el'° wi 1 V s et 
Se rvi c fi Center at FTS 7 DanHinnl to orevent generation of 
condition Code 68 ( f If 1 , the Service 

fnt^r will need to rece 

the funds, and when the funds were 

office. 


A. 


Field Offices are 
Field 0 ff 1 ce_ies£OiLi:;b 4 lit^^^^ mortgagors who 

fiip^ible 0 ? pay off their mortgage, 

want to sell their ^^^y request figures for 

In the case of a ® t „ supply the information, 

both payoff and i sh a date to which the 

the field office ^ If the mortgagor has not 

figures will be first of a month at least 

.plcfl.d .»St, d,= for 

"• “p.c.fls c.uuut.l .Pd pr.v.d.d 

mortgagor. 


B, 


liiuitpyuyv... uD/nff 

payoff . To Pnovide P®^®^ off°'Js^Vora Graduated 
S^kiW (POFQ). Hf th® Center and request 

Payment mortgage, ®®'^ . payoff information.) The 

them to Pnoyide you with the payo ^ 

5 »/,; i; ;r.”.;Vp;c;”-S" s:.:”;!:; , 

?rp*pf.r.”l"p'.''«I"*‘" Tde'c— "d 'dc . p.y.Cf •» "W >■ 
1986 is: 


//IQ, POFQ, 07 00 000 00, APR 30, 86 
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Print the Payoff Screen (POFQ) for the day prior to the 
date of actual payoff. Note; Interest is based on a 
360~day year composed of twelve 30~day months. 

Therefore, if the payoff date falls on the 31st of the 
month, use a payoff date of the 30th. 

C, Memo Funds . If the message "Memo Funds Are Pending" 
appears on a Payoff Quotation, there are funds which 
must be applied to the account. For assistance in 
identifying the source and application of these funds, 
call the Service Center. 

D. Unrecorded Disbursements . Post audits must be completed 
0 n a 1 1 new accounts (those beginning with 07) BEFORE 
quoting payoffs, assumptions, and bri ng-cur rent amounts. 
To be certain the POFQ is accurate , you must determine 

i f the r e ^ r e u n re cor d ed d 1 s bu rTem e n t s relating to the 
account. Review your tax records to be sure that all 
taxes paid have been posted to the account. If the 
account was set up less than six months before you 
prepared the payoff quotation, there may also be 
unrecorded disbursements resulting from the final claim. 
In these cases, check LNS2 to see if EXTRA CODE 12 has 
been entered. If it has not, call the Service Center to 
find out if any disbursements are outstanding. Add to 
the payoff amount shown on the screen any disbursements 
which were posted. 

Credits . If you are aware of any credits in process for 
erroneous disbursements such as duplicate tax pay- 
ments, note them and subtract them from the payoff 
amounts . 

F. Transmittal Letter . A sample transmittal letter to use 
for sending out payoff figures is included as Appendix 
24. Retain a copy of the payoff quote with your file 
copy of the letter for your records. 

RECEIPT OF PAYOFF . Field offices must instruct mortgagors 
to send payoff checks to the field office. Upon receipt of 
the check, verify the accuracy of the payoff check by 
displaying a POFQ Screen as of the correct date. Resolve 
any discrepancies immediately with the closing agent. 

Consult the Service Center if the field office has any 
question on how to handle discrepancies. 
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Prn ccssi ng , If the check 1s correct, cloarly mark 
TT^wTt1i‘‘tTi e System account number and send it to the 
lock box for deposit. Also, the Service Center must be 
notified that the payoff check has been sent to the 
lock D 0 X . 

FM Activity . The field office must change the pay code 
on LNSl to 9 to suspend billings. The field office must 
also enter Condition Code 38 to prevent a delinquent 
notice from being sent to the mortgagor. If there are 
unrecorded tax disbursements on the account, the field 
office should establish a Loan Monitoring Trailer to 
alert OFA. Enter the payment amount in the AMOUNT field 
and TAX NOT POSTED in the REMARKS field. Enter a 10-day 
lead time. 

4~9. OFA PROCESSING OF PAYOFFS . OFA will apply the funds to the 
account and code the account with Status Code 56 and 
Condition Codes 38 and 48 to show it as paid off. Accounts 
containing the Status Code 56 are removed during the annual 
purge. 

4-10, ASSUMPTIONS , For an assumption, the purchaser should bring 
the mortgage current. To provide figures for an assumption 
you must provide the amount needed to bring the mortgage 
current. Use the Bring-Current Screen. It displays the 
individual and total amounts needed to bring an account 
current as of a specified date. The following explanation 
will assist your staff in their use of the screen. 

Command . The screen is used in the IQ mode only. You 
cannot file maintain it. To display the screen, enter 
the command: 

//IQ,CURR,Account Number 

As-Of Date . The System will display the screen as of 
t^PTe^f i fst day of the month in which you make the 
inquiry. You can request a future month’s bri ng -current 
amount by entering the first day of that month as part 
of the 10 command. That date must always be the first 
^-he month. You cannot IQ a date any further in the 
than the first of the current month. An error 
age will appear if the date is not the first of the 
equested or the requested month has passed. A 
command for a bri ng-current screen with a future 


^MQjCURR, Account Number , OCTO 1,84 

id bulk sales, field offices must request the 
ent figures from the Service Center. 
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^ Amo unt. In addition to <;h owing the individual 

amounts needed to determ ine the amount required to bring 
an account current, the bring-current screen also shows 
the monthly payment under the note broken out as PRINC + 
INT, ESCROW, SERVICE CHG, and the TTL (Total) PAYMENT. 

If an escrow analysis has been completed on a del 1 nquent 
account, you must use the new monthly escrow requirement 
on the installment change trailer to establish the 
correct payment under the note. This is because the new 
escrow requirement will not be up-dated on the bring- 
current screen until the loan is current. To display 
the escrow screen, enter the command: 

//IQ, ESCR, account number 

D. Bring-Current Amount , This amount appears in the TTL 
WRRtNT field on the right-hand side of the screen. The 
amount Includes the total delinquency and the payment 
due on the first of the month covered by the date of the 
b r1 ng “Cu r rent calculation. The following fields are 
used to calculate the TTL CURRENT AMOUNT: 

1) Delinquent Principal 

Z) Delinquent Interest 

3) Delinquent Escrow 

4) Delinquent Service Charge 

5) Delinquent Late Charge 

6) Delinquent NSF Charge 

7) Tax Advance 

8) Other Advance 

9) Interest on TAX Advance 

10) Interest on Other Advance 
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E . ” CH£CK FOR TAXES PAID BUT NOT ENTERED OR DUE BUT NOT 
P A 10, ” You must add to the TTL CURRENT amount, the 
amount of any taxes paid but not entered on the account 
or due but not yet paid, to arrive at the correct bring- 
current amount. As a routine part of every bring- 
current calculation, always check for the payment of 
taxes . 

F. Escrow Requirement. If the tax escrow requirement is 
too t ow , you sh'ou Id change it for future receivables by 
file maintaining the ESCROW CONSTAMT 1 field on LNS2. 
This will change the total payment due under the 
mortgage beginning with the payment for the next month 
if you perform the FM prior to the System's generation 
of the next month's bills. Be certain you use the 
correct information for future payments in your letter 
to the mortgagor. If the delinquent escrow amount is 
too high or too low, you must call the Service Center to 
have the amount adjusted since this requires adjustment 
of the receivable screen. 

6. Final Settlement . On accounts beginning with 07, Loan 
Screen T wo must b e checked for the EXTRA CODES field. 

If a code 12 does not appear to the right of codes 11 - 
18, final settlement of the insurance claim has not been 
completed. The field office must contact OFA's Service 
Center for any unrecorded adjustments. 

4-11. RECEIPT OF ASSUMPTION CHECK . When the assumption check is 
receivecf, the field office should check the account record 
to be sure the amount is accurate. If any unexpected 
disbursements have been made or checks reversed, the field 
office must determine how to resolve the discrepancy. 

A. If your field office accepts the check, clearly mark it 
with the mortgagor's System account number and send it 
to the lock box. The field office must file maintain 
the NAME Screen by entering the information on the new 
mortgagor. If there are FORB or MONT trailers on the 
account, the field office must deactivate them. To 
generate monthly bills, enter Pay Option Code 4 on LNSl. 

B. If the account being assumed has been in foreclosure or 
bankruptcy, you must remove Status Code 41 and/or 46 anc 
change the pay option to 4 on LNSl. Remove Condition 
Code 21 1f present. 
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4-12, AS SUMPT IO NS WHICH DO NOT BRING THE ACCOUNT CURRENT . If the 
field oTfrce app ro ves~ an as sumpt i ori whic'h does not bring the 
mortgage current, you must enter into a forbearance 
agreement and establish Forbearance and Loan Monitoring 
trailers to reflect the increased payment needed to 
eliminate the delinquency. Follow the instructions given in 
Chapter 3, DATA ENTRY, to establish Forbearance and Loan 
Mon i toring trailers. 

4-13. ASSUMPTIONS OF SECTION 235 LOANS . Unless the Section 235 
a s sdTta nee payments contract has been terminated, a 
determination must be made regarding whether the assumptor 
is qualified for assistance. If the assumptor is qualified, 
a certification must be completed to determine the subsidy 
payment (See paragraph 153 in Handbook 4330.1). The data 
entry required will vary depending on whether the account 
•was active and whether the assumptor is eligible. Using the 
instructions for Data Entry in Chapter 3, make the 
appropriate changes in the 235 screen (C235). The following 
chart shows the appropriate steps to take. 


As s umptor 

Original Mortgagor 
Receiving Subsidy 


Eligible 

for 

Subs 1 dy 

File maintain C235 to 
ref 1 ect assumptor ' s 
income and assistance 

Create a C235 
t rai 1 e r for 
the assumptor 

Ineligible 

for 

Subs i dy 

Deacti vate C235 

Trailer 

Deacti vate C235 

Trailer 


4-14. BANKRUPTCIES : A petition filed under the Bankruptcy Act 

operates as a stay which prohibits any collection activity 
against a mortgagor or any attempts to acquire the property. 
When a field office receives notice that a mortgagor has 
declared bankruptcy, you must immediately take appropriate 
steps to file a proof of claim with the bankruptcy court to 
protect hud's interest. You must also cease all collection 
efforts under the mortgage or forbearance agreement. To 
file a proof of claim, field offices must obtain a copy of 
the note or mortgage. If a mortgagor subsequently files 
bankruptcy after the commencement of a foreclosure action, 
you must immediately contact the Office of the General 
Counsel to let them know that a petition in bankruptcy has 
been filed. 
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Because of the restriction on servicing 
activity while mortgagors are in bankruptcy, the field 
office must suspend billing by the System, To prevent 
billing, file maintain Loan Screen One by changing the 
Pay Option Code from 4 to 9, enter Status Code 46 
(Bankruptcy) and Condition Code 38 (Send no Mail), 
General instructions for file maintenance of codes are 
contained in Chapter 3. 

Forbearance and Loan Monitoring Trailers , To avoid 
having cases in bankruptcy listed on your Loan 
Monitoring Report, you must deactivate the Forbearance 
and Loan Monitoring Trailer by changing both trailer 
status codes from 1 to 8. 

Payments , After the payment plan has been established 
and approved by the bankruptcy court, the field office 
must instruct the mortgagor's attorney or trustee-in- 
bankruptcy to send to your office the payments under the 
court-ordered plan. You must post the System account 
number on the remittance and forward the payment to the 
lock box* For payments due from the mortgagor outside 
the plan, you must instruct the mortgagor's attorney or 
the trustee to explain to the mortgagor that the 
required monthly payment due under the mortgage outside 
the plan is sent to the lock box, Identified by their 
System account number. 

■Mortgagor Discharged or Case Dismissed From Bankruptcy . 
When a fTel’d nffi ce 1 earns that a mortgagor hli s' been 
discharged or the case has been dismissed from 
bankruptcy, on current accounts the field office must 
immediately reactivate the billing process. To activate 
billing, change the Pay Option Code from 9 to 4 and 
remove Status Code 46 and Condition Code 38. The System 
will bill the mortgagor for the full payment due under 
the mortgage. 

Delinquent After Discharge or Dismissal , 
you r fie V d~ off ice" re s ume s s e r v i c 1 n g aTti r the 
cy term and the mortgage remains delinquent, you 
^he mortgagor on NO! or, you must enter into a 
'ance agreement with the mortgagor and 
ne Forbearance and Loan Monitoring trailers 
eactivating the billing process as Instructed 
ar 3 , 
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Or.El)S~I N-LlRU OF FORECLOSURE 


Processing , In processing deeds -i n-1 i pu , the field 
office or regional counsel deternnnos if the title 
evidence is acceptable to HUD. ^ny voucher for payment 
of expenses incurred must be sent to DFA and must 
include the FHA case number and account number. You 
must also promptly notify the Office of the General 
Counsel, Home Mortgage Division, if the mortgage is in 
foreclosure so the foreclosure action can be terminated. 
The deed and title evidence will then be sent to the 
Property Disposition Branch so the property can be added 
to the acquired property inventory. When notification 
of acquisition is received in the Single Family Notes 
Branch, OFA will remove the account from the inventory 
by encoding the account with Status Code 43. 


B. Billing. Field offices have the responsibility for 
changing the billing process in the System to prevent 
the mortgagor from being billed. To suspend billing, 
file maintain Loan Screen One (LNSl). Change Pay Option 
Code from 4 to 9 and enter Status Code 41 and Condition 
Code 21. General instructions on file maintenance are 
1 n Chapter 3. 
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FORBEARANCE AGREEMENTS. Field Offices are responsible for _ 
ente'rT’rTg into forbearance agreements with mortgagors and for 
pnterina the agreements into the System using the 
Forbearance Trailer. OFA will file maintain FORB screens 
only when they perform a financial transaction which affects 
the trailer. '^Oo not send copies of forbearance agreements 
to OFA, (See paragraph *3-13 for timing the entry 
forbearance agreements into the System.). 

Forbearance Trailer (FORB )- The ^ORB jailer records 
the terms of a fo rbearance agreement on an account, as 
terms ^ trailer is in effect the account must 

long as jcti ve trail er ism eri 

show condition code 23°" Le^bil^s for the amount of 
trailer is present, the System bins ror regular 

the payment shown on the ^nailer an 

mortgage Mortgagors ar delinquencies 

delinquencies under the ^91^ aoDlied to receivables 

under the mortgage. Payments are^^ppl^ trailer should be 

due under the + ggop i; delinquent under the 

in effect whenever the mortgagor s 

t e rms of the note. 
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B . Initial Forbearance Agreement . Establish the initial 
forbearance on an account when the mortgage assignment 
is accepted. (See para 3-13 for additional 

i nst rue t i ons . ) . 

C. Sample Forbearance Agreement . Appendix 27 (F-l) is a 
samiTre of a completed forlje¥ra nee trailer. The data 
entry is the same for increased, reduced, suspended, or 
full payments. The start date is always the first of 
the month in which the first payment is due under the 
agreement. The end date will always be the last day of 
the month in which the last payment is due under the 
agreement. In this example, the forbearance agreement 
is for January 1, 1983 thru December 31, 1983. The 
paid-to date is equal to the start date for new 
agreements and is also the due date of the first payment 
due under the agreement. The payment amount is the 
amount of the payment required under the agreement. For 
suspended payments, a payment amount of $0.00 must be 
entered and the pay code changed to 9 on LNSl. No 
further entries are required if the start date has not 
passed. 

D. Payment Ac crual . On the night of the last workday of 
the mo nTh , the 'System will accrue the next month's 
payment on the FORB trailer. It will add the amount of 
the payment to the TOTAL AMOUNT DUE and advance the 
ACCRUED-TO DATE to the first of the coming month. In 
the sample F--2 on Appendix 27, the first payment has 
been accrued on the agreement shown on F-1 in Appendix 
27. If mortgagors pay ahead on a forbearance agreement, 
the System will advance the paid-to date and show a 
negative credit amount in the TOTAL AMOUNT DUE field. 

E . Entering an Agreement After the Start Date has Passed . 

Mh ent h e "sTa rF ^at e on an agreement has passed, you must 
enter in the ACCRUED-TO DATE field the first day of the 
month in which you enter the agreement into the System, 
You must enter the correct past-due amount in the TOTAL 
AMOUNT DUE field as the System will not accrue past-due 
payments for you. In the foregoing examples, you would 
enter the FORB trailer as shown on sample F-2 in 
Appendix 27 if you entered it during January 1983. If 
you entered it in February, the ACCRUED-TO DATE would 
read February 1, 1983 and the TOTAL AMOUNT DUE $200. 

(See para. 3-13 for additional instructions). 
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F. Forbearance Payment Pro cess i ng ♦ When a mo rt gay nr s 
payine'nt" is processed on an account with an active 
Forbearance trailer, the Forbearance trailer is updated 
at the same time as the receivable. The System will 
subtract the amount received from the TOTAL AMOUNT DUE. 
If the amount received is one or more full payments 
under the agreement, it will advance the paid-to date 
one month for every full payment received. Any amount 
remaining which is less than a full payment is placed in 
the PARTIAL PAYMENTS field. When the amount received is 
sufficient to make the amount in that field equal or 
exceed a full payment, the payment amount is applied to 
advance the paid-to date one month. In Appendix 27 is a 
sample (F-3) showing the effect of receipt of a payment 
and a half on February 15, 1983 on the Forbearance 
trailer when no payment was made in January. The 
account is now paid for the January payment and has a 
credit for a partial payment of $50 towards the February 
payment . 

G. Monitoring of Expiration Dates . The Loan Monitoring 
Screen is used to alert field offices to the expiration 
of forbearance agreements 60 days or more before the 
agreement expires. Code to sort by servicer, using a 
servicer code in the REASON field to facilitate 
distribution of reports. Full instructions for 
establishing the trailer are included in Chapter 3. 
Chapter 5 includes an explanation of the Loan Monitoring 
Report. 

H . Termination, Renewal and Modification of Agreements . 
Whenever a change is required to an existing Forbearance 
trailer, It is done by file maintaining the fields with 
the new data. If an agreement is terminated and not 
replaced by a new agreement the two actions required are 
to change the Status Code to "8'^ for deactivated and 
delete Condition Code 83, Forbearance Agreement in 
Effect, from LNSl. If the terms of the agreement are 
being changed, all of the affected fields on the screen 
must be changed. 

I. Effect of Changing Terms Only . When the terms of an 
agreement are changed before the expir,ation date, there 
may be amounts owing on the agreement.' In these cases, 
a decision must be made whether the mortgagor will be 
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pxpected to pay the amount due. If the payment is being 
lowered because of a change In circumstances, it would 
be best to start a new agreement with no past-due 
amount. Vi hen there is an amount due the paid -to date 
must be set to reflect the correct number of payments 
past due or the amount due and pa id -to date will be 
inconsistent. If the payment amount is being changed 
you must remember that the paid-to date will be advanced 
based on the current payment due. 

J . Monitoring Screen File Maintenance . Whenever the end 
date of an agreement is changed, the new date must be 
entered on the Monitoring screen. If an agreement is 
terminated, change the Monitoring trailer status from 1 
to 8 (deactivated) to eliminate it from the Monitoring 
Report. Each Monitoring Screen is limited to ten 
trailers. You may enter a new trailer over any existing 
trailer. 

K. Special Payment Agreements . The System can only bill 
for one payment due on the first day of the month. If 
it 1s essential to establish an agreement for more 
frequent payments, it is necessary to instruct the 
mortgagor to mail payments to the lock box with the 
account number on the check. Payments may be made to a 
field office only under unusual circumstances. In any 
case where acceptance of payments by the field office is 
essential they must be forwarded to the’lock box. 

L . Lump-Sum Payments . When an agreement calls for a lump- 
sum payment by the mortgagor the field office must avoid 
application of the payment to the FORB trailer since 
that will advance the paid-to date and credit the amount 
of the payment to the TOTAL AMOUNT DUE. Instruct the 
mortgagor to send the payment to the field office for 
forwarding to the lock box. If it is necessary to enter 
the regular forbearance agreement before the lump-sum 
payment has been credited to the account, the field 
office must monitor the account to determine when the 
payment was processed. File maintain the Forbearance 
trailer to eliminate the credit for the lump-sum 
payment . 

M . Section 2 35 Mortgages . On accounts receiving subsidy 
through Section 235, two payments are applied to the 
accbunt each month: the payment due from the mortgagor 
and the subsidy payment. At this time there is no way 
to prevent the subsidy payment from updating the 
forbearance trailer. 


4-16 


7/86 



If the payment due entered on the Forbearance trailer is 
the mort gagor ' s payment alone, the subsidy payments will 
make the account appear to be paid ahead and reduce the 
billing to the mortgagor. To provide for accurate 
accounting of the mortgagor's payments the payment 
amount on the Forbearance trailer should be the total of 
the mortgagor's payment under the forbearance agreement 
pi us the subsidy payment. Instruct the mortgagor to pay 
the forbearance payment rather than the amount billed. 

pending data trailer . Prior to the expiration of a 
forbearance agreement a new agreement may be entered 
into and placed in the Pending Data Trailer. At the 
expiration of the current agreement the System will move 
the data in the Pending Data Trailer to the Current Data 
Trailer. If, at the expiration of the current agreement 
there is an amount in the Total Amount Due field, the 
System will zero out this amount. If a pending 
agreement is to be effective June 1, the bill generated 
on May 21 will reflect the payment due under the pending 
agreement. File maintain the Pending Data Trailer as 
foil ows ; 

1. PAYMENT AMOUNT Field - Put the amount of the monthly 
payment required under the pending forbearance 
agreement in this field. If the agreement is for 
suspended payments put $.00 in this field. 

2. PAYMENT STATUS Field - Code this field as follows: 

S - Payments are suspended under the agreement. 
(These accounts will not receive bills) 

F - The payments under the agreement equals the 
regular payments under the mortgage note. 

I - The payments under the agreement exceeds the 
regular payments under the note. 

R - The payments under the agreement are less than 
the payments under the mortgage notes. 

3. START DATE Field . The date on which the new 
forbearance agreement will become active must be; 

a. after the end of the current agreement 

JD. the first day of the month 
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4. END DATE Fiel d. This is the last day on which the 
new agreement will be in effect, and must be the 
last day of the month. 

^tinlmum Payments ^ On September 6 , 1984, HUD dis- 
continued tfre^pTocedu res for minimum payment in Chapter 
2, paragraph lli and Exhibit 2d of the Mortgage 
Servicing Handbook 4335.2 (4015.8), Secret ary-Hel d Home 
Mortgages (See SFMNS memorandum 32-84 dated September 6, 
1984.). Since that time the following procedure 
applies. 

1) Beginning with the 37th month after the date of the 
assignment acceptance letter the mortgagor must pay 
at least the full monthly payment due under the 
mortgage (principal, interest, current escrow 
requirement and service charge). The maximuin period 
of reduced or suspended payments allowed for 
mortgages assigned pursuant to 24 CFR 203.650 is 36 
months . 

2) If the mortgage is not current, the mortgagor must 
execute a forbearance agreement. The forbearance 
agreement shall provide for monthly payments in an 
amount not less than the full monthly payment due 
under the mortgage and shall have a term of not more 
than 12 months. The mortgagor's financial 
circumstances shall be reevaluated at the end of the 
term of each forbearance agreement before a new 
forbearance agreement is executed. If your 
evaluation shows that the mortgagor can pay an 
amount to cure the delinquency in addition to the 
full monthly payment, the mortgagor shall be 
required to pay the higher amount, 

3) If the mortgagor Is financially capable, the 
delinquency should be cured on or before the 
maturity date of the mortgage. If the mortgagor's 
financial circumstances will not permit the 
delinquency to be cured before the maturity date, 
the delinquency may be paid over a period of time 
not to exceed 120 months (10 years) beyond the 
maturity date, if necessary. 

4) These procedures apply to both purchase money and 
assigned mortgages. 
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5) You may not deviate from these procedures without 
the approval of the Office of Insured Single Family 
Housing in Headquarters, Any requests for waiver or 
deviations must be fully justified on a case- by -case 
basis. 

P, Monitoring the Forbearance Period . Accounts still on 
forbearance agreements in the third year of assignment 
must be monitored to assure that the minimum payment 
requirements are established. The final Forbearance 
agreement with a reduced or suspended payment for the 
36-month period must be set up to expire at the end of 
the 36th month of forbearance. In the REMARKS field of 
the MONT trailer you can indicate "36 month expires," 

4-17. FORECLOSURE . When a field office determines that all 

servicing efforts authorized by HUD to help a delinquent 
mortgagor save their home have been exhausted and the 
mortgagor cannot or will not make monthly payments towards 
the mortgage obligation, field offices should initiate 
foreclosure action and enter appropriate data into the 
System . 

A. Initial Action . The field offices compute the amount 
required to bring the mortgage current and send the 
Notice of Intent to Foreclose to the mortgagor. When 
any foreclosure is initiated by the issuance of the 
Notice of Intent letter, code LNSl with Condition Code 
38 ("send no mail") when Pay Option 9 and Condition Code 
21 are established. You determine the bring-current 
amount through the use of the Bring-Current Screen 
( / / I Q , CU RR , Accou nt Number), 

Foreclosure Flag , At the time the Notice is sent to the 
m 0 r t g a g 0 F, f i¥T d offices must file maintenance Loan 
Screen One (LNSl) to change the billing status. To 
suspend billing, change the pay option code from 4 to 9, 
and set condition code 21, Accept no payments. 
Instructions for file maintenance of codes on Loan 
Screen One (LNSl) are contained in Chapter 3. A list of 
the status and condition codes is in Appendix 2. 

C. Mortgagor Does not Respond to Notice . If the mortgagor 
does not respond to the Notice within the required 30- 
day period or does not meet one of the five conditions 
to terminate foreclosure, send the check list to the 
Single Family Servicing Division, Housing, Prepare a 
Form-698 Statement of Account, and send it to the Office 
of the General Counsel together with the title file for 
the commencement of foreclosure action. At this time 
the field office must enter Status Code 41 on LNSl. 
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0. St'Ct ton 'Mj. ir f or^'c ] osu re acMon involves a 

‘STcrToT Fst r-jc count, the field office will suspend the 
subsidy. Follow the instructions in paragraph 4-31b of 
this Guide. 

1) Super vi sor y Action. Supervisory staff must check to 
refrtThTr't'he" C2 3'5 trailer has been properly file 
maintained in accordance with the this Guide before 
approving a foreclosure recommendation. 

2) Reinstatement. If an account is later reinstated, 
thet rai 1 er will have to be reactivated and 
intervening recertifications will have to be 
retroactively reconstructed (See paragraph 4-31), 

3) I nactive Account s. For Section 235 cases in 
Fnactive status, you must suspend assistance. If 
you have any exceptions to this, contact your desk 
officer in the Secretary-held and Counseling 
Services Branch, Housing for instructions on how to 
handle the C235 trailer. 

E. Foreclosure Terminate d. In all instances where a field 
office terminates the foreclosure action and resumes 
servicing, you file maintain Loan Screen One (LNSl) to 
reactivate the account. You change the pay option code 
from 9 to 4 and remove Status Code 41 and Condition Code 
21 and 38 (if present). The mortgagor is then billed 
for the full payment due under the mortgage if 
reinstated or according to the terms of the new 
forbearance agreement. General instructions for file 
maintenance are contained in Chapter 3. The Status and 
Condition Codes are listed in Appendix 2. 

F. Foreclosure Completed - Title Acquired By HUD . Upon 
completion of the foreclosure action and title to the 
property is acquired by HUD, the Office of General 
Counsel (OGC) sends the Title file to OFA, Post 
Insurance Division (PID), and tells them the property 
has been acquired by the Department. OFA will enter 
status code 43 to indicate that the property is in the 
name of the Secretary. Under no circumstance should 
the field offices use this code. 
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G . Foreclosure Sales . To assure correct bidding at a 

f 0 rec 1 os u re sale, HDD's foreclosing agent is instructed 
to secure updated figures if the original Form 698 is 
more than three months old. Similar instructions apply 
in cases of payments-in-full or full reinstatements. 

The Office of General Counsel (OGC) will request the 
information directly from your office. They will call 
you and ask that you provide the information on the 
attached format (Figure 3 at the end of this chapter). 
This format may be photocopied locally and sent to OGC 
so they can update the Statement of Account. 

1) The updating must be mailed within three working 
days of OGC's request, 

2) Interest earned on sums advanced after the date of 
the original Form 698 shall not be reported. 

3) Preservation and protection expenses (P&P) shall be 
included. (Obtain this data directly from the 
Property Disposition Section), 

4. As you prepare this information for OGC, keep the 
f ol 1 owi ng in mind: 

a, OGC and the foreclosure agent are going to rely on 
the figures you provide; therefore, you must be 
accurate in your reporting, 

b. If a tax is due to be paid on or about the date of 
the request for updated figures, do not request 
payment of the tax. Rather, establish a loan 
monitoring trailer for a 90-day period and then 
check the account's status with OGC. If at that 
time the account has not, or is not about to be 
terminated through payoff, foreclosure or deed- in- 
lieu request that the taxes be paid, including any 
penalties^ The purpose of this is to avoid making 
advances for taxes where it is known that the 
mortgage will be terminated and repayment is not 

1 i k e 1 y ► 

-18, LATE CHARGES . The System gives HUD the ability to assess 
late charges when payments are not received by the 16th of 
the month. If the 16th is a Sunday, the payment must be 
received by the 17th. For example, if the payment due 
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September 1 is received after September 16, the Sys.tem will 
apply the charge to the account and include it on the bill 
for the October payment. For accounts under forbearance, 
the late charge is based on the forbearance payment. Field 
offices have the authority to waive late charges when 
warranted , 

A. Amount of the Charge . The charge will amount to 2 

percent of the totaT monthly payment if HUD insured the 
mortgage prior to January 1, 1977, or 4 percent if HUD 
insured the mortgage on or after that date. If a 
mortgage is insured under Section 235, the charge is 
figured on the mortgagor's part of the payment only. 

vers . You may waive the charge only under 
exceptional c i rcumstances . Releasing a mortgagor from 
the charge is not a routine action that an office takes 
simply because the mortgagor requests it or misses a 
payment due to oversight or the failure to receive a 
monthly bill. If you waive the charge because you have 
a mortgagor send the payment to your office rather than 
the lock box, the payment must reach your office by the 
16th of the month. If such a payment does not reach 
your office by the 16th, you must request the Service 
Center to apply a late charge to the account. 

Applied Charges . The field office may request the 
Service Center to remove a charge already assessed 
on an account. The exceptional circumstance 
provision in the above waiver paragraph applies to 
removals of the charge. You may also request 
removal of the charge when its imposition on the 
account is due to HUD failure or error. This 
includes a key-punch error by the lock box. If the 
mortgagor failed to put the account number on the 
check (or put on an incorrect account number) or 
mailed the check to the wrong address, 'then the 
mortgagor must be considered to have contributed to 
the delay and the late charge should not be removed. 
You must document the account file every time you 
take an action to waive or remove a charge and when 
you terminate a waiver, 

Service Center staff have been Instructed to ask why 
the adjustment is being requested. They are keeping 
a log on such requests. When submitting written 
requests to the Service Center to waive late 
charges, please provide justification for the 
required adjustments. 
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2) Use of Condition Code 36, “Do not apply late 
charges/ ' The field office may waive the charge for 
renew abl e periods of up to twelve months. To waive 
the charge, enter Condition Code 36, "Do not apply 
late charges," to the account on Loan Screen One. 
When you wish to resume the possible assessment of 
the charge, remove the code prior to the 16th of the 
month in which you want the late charge provision to 
affect the account. 

3 ) Mo niton' ngT nailers . In addition to entering 
Condi ti on Code 36, you must establish a trailer to 
monitor the expiration date of the waiver. Follow 
the instructions in Chapter 3 of the Users Guide 
with the following exceptions. 

NOTE DATE - enter the first day of the final month 
for which the late charge is waived 

LD TIME *• enter 60 days 

AMOUNT - enter 00.00 

REMARKS - ENTER "Late Charge Waiver" 

When you remove the waiver, change the STAT column 
from 1 to 8, 

4) Forbearance Agreements with Suspended Payments. 

Enter Condition Code 36 on these accounts. You must 
remove the code when you change the suspended 
payment provision to another payment plan. 

5 ) Special Payment Agreements (Multiple Payments) . 

Enter Condition Code 36 only if none of the two or 
more monthly payments is due to the lock box on or 
before the 16th. On these accounts, the lock box 
will not assess a late charge if at least one of the 
multiple payments reaches the lock box by the 16th 
(see Users Guide paragraph 4-16), 

4-19, OTHER CHARGES , HUD may assess fees and charges for the 

following; how ever, fees and applicable procedures have not 
yet been developed except for NSF checks. 
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A« Not sufficient funds {NSF FEES). The amount of the fee 
to be assessed on individual accounts is $10.00. OFA 
will perform the financial transaction to assess the fee 
to the mortgagor's account effective dune 1, 1085, 

B. Simple assumption. (Reserved) 

C. Substitution of liability in connection with sale of the 
property. (Reserved) 

D. Processing credit approval of substitute mortgagor. 

( Reserved ) 

E. Processing partial releases of mortgaged property. 

(Reserved) 

F. Recording fees on satisfaction of mortgage. (Reserved) 

4-20. HAZARD INSURANCE 

A. Hazard Insurance Monitoring . Although HUD does not 
escrow for hazard insurance, the field office is 
responsible for monitoring accounts to assure that 
mortgagors purchase hazard insurance. The Loan 
Monitoring trailer is used to store information on the 
current hazard insurance policy, including its 
expiration date. Field offices may develop trailers 
which meet their needs. A sample of the information 
which you may enter on the Loan Monitoring trailer to 
monitor hazard insurance is as follows: 

1) Expiration date of policy - enter in NOTE DATE 

2) Premium amount - enter in AMOUNT 

3) Type of insurance and name of carrier - enter in REMARKS 

As with any other Monitoring trailer, enter your office 
code in the DEPT field. If you wish the report sorted 
for each servicer, enter a servicer code in the REASON 
field or enter FL for flood insurance, HA for hazard 
insurance, or HO for homeowner insurance. The lead time 
(LO TIME) should be the number of days in advance of 
expiration of the policy that you want to be notified 
( e.g. , 30, 60, or 90 days ) , 
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^ • Hazard Insurance Losses - Partial Progress Payments . 

W hen mortgagors are financially unable to c o m p 1 e t e 
repairs of property damage without the insurance 
proceeds, the field office may arrange with OFA for 
partial payments out of the insurance proceeds. As 
partial payments are needed the field office will 
complete an SF-1034, Public Voucher for Services and 
request that a check be issued through the Post 
Insurance Division, OFA. The Schedule of Collections 
must show both the account number and the FHA case 
number. The field office must deposit the partial 
payment check locally using a separate Schedule of 
Collections indicating a fire loss. 

Just prior to the time when hazard insurance becomes due 
for renewal, notify the mortgagor to inform the 
insurance company that the policy should be sent to YOUR 
ofTTc e . Use the Monitoring Screen to" receive a reminder 
on Report No. 246, Loan Monitoring Report, that hazard 
insurance will become due sixty day from the date of the 
report . 

4-21. ANNUAL STATEMENTS . OFA is responsible for scheduling the 
production of annual statements in January of each year. 

The statement provides mortgagors with the account history 
for the year and the information needed for Federal income 
tax purposes. A sample of the year-end statement is in 
Appendix 20. Field offices will receive copies of the 
statements for Inclusion in the account file. Call the 
Service Center regarding any problems reported by 
mortgagors . 

4-22. FIELD OFFICE USE OF LOAN MONITORING . Field offices may 
establish monitoring trailers for special purposes not 
identified in this guide. The trailers can be established 
in accordance with the instructions in Chapter 3, sub- 
stituting the data required by the field office. Each 
account is limited to a maximum of ten trailers. 

-23. RECE I VABLES . On a current account, a normal mortgage 
payment is composed of four receivables: principal, 
interest, escrow, and service charge. HUD also collects 
receivables on delinquent accounts for advances and interest 
on advances (See Appendix 23-2,). 
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A. Creation of Receivables , On the last workday of the 

nTo n t h , t h e § y s t eF c Fe aT e s receivables for the next month 
for principal, interest, escrow, and service charges 
(Service charges are computed monthly on the outstanding 
principal balance.)* On current accounts, the total 
payment will change slightly from month to month because 
of the service charge computation. The System will 
generate a late charge receivable for each month in 
which a payment is not received by the 16th of the 
month. The System will also create a receivable when a 
check is reversed. 

B. Creation of Advance Receivables . Advances are created 
whenever HUD advances funds. Interest on advances is 
calculated monthly based on the note rate. Advances and 
interest on advances appear on the advance (ADVN) 
screen . 

Paynient Application . Each receivable is assigned a 
field code for payment application. These codes are 
identified in the "Remarks" column on the History Screen 
(See Appendix 18.). Payments are applied to receivables 
in the following order when any of these items are due: 

1) Interest due on other advances, until liquidated •• 
Code 32 

2) Interest due on tax advances, until liquidated - 
Code 30 

3) Other advances, until liquidated - Code 29 

4) Tax advances, until liquidated ~ Code 27 

5) Service charge, until liquidated ~ Code 33 

6) Late Charge, until liquidated - Code 13 

7) NSF Fee, until liquidated - Code 12 

8) Escrow Requirements, until fulfilled - Code 02 

9) Mortgage Interest Due - Code 07 

10) Mortgage Principal Due - Code 01 
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D. Li quidation of Receivables . Each item is liquidated 

f u t1 y bef 0 re tTi^ next TTe m is liquidated in whole or in 
part. The oldest unpaid receivable is satisfied first. 

A payment may satisfy more than one receivable. If the 
amount of the payment exceeds the amount of all 
outstanding receivables, the excess is applied to reduce 
the principal balance. 

NOTE: For a brief period from December 1983 to 

March 14, 1984, advance receivables were created 
when payments were received early or in excess of 
the amount due. Call the Service Center 
regarding any problems relating to accounts 
affected during that period. 

E . Converted Accounts . At the time of conversion to the 
new System an account was set up for each mortgage 
listing a receivable for each monthly payment due and 
unpaid. For accounts more than three years delinquent 
at the time of conversion in January 1983, receivables 
were established for only three years. The total 
interest due for prior periods was included in the 
January 1980 receivable. When this was done, an entry 
was made using the Loan Monitoring screen to store the 
actual principal pald-to date. (See Appendix 15 for an 
example,). Any amounts held as unapplied funds as of 
December 31, 1982, were applied to the outstanding 
receivables as of January 2, 1983, This activity is 
reflected on the history (HSTY) screen for that date. 

F. New Accounts . The System creates receivables for all 
payment's due and unpaid at the time an account is 
entered into the System. This occurs during the first 
overnight processing cycle after setup. The receivables 
are based on the principal and interest paid-to dates 
entered on transaction 257J (See Chapter 3.). 

6, Receivable Processing . Receivables are based on the 
terms of the mortgage. The creation of receivables is 
not affected by the status of an account or the 
existence of a forbearance agreement, 

H. Matured Loans . Receivables continue to be generated 
eTch month even through the maturity date has passed. 
This may cause the delinquent principal to be greater 
than the actual unpaid principal balance, depending on 
the 'del i nquency of the individual account. Field 
offices should notify the Service Center when a loan 


4-27 


7/86 



reaches maturity or when the delinquent principal amount 
is greater than the unpaid principal balance. Upon 
notification from the field office, the Service Center 
will file maintain the receivable screens to delete any 
principal amounts due in excess of the principal balance 
due at maturity. The receivable screen will be adjusted 
each month. 

4-24. BILLING . 

A, The System provides three billing options: 

1) The Terms of the Mortgage . The System bills under 
t he term s of t h e mo r t g a g e if pay code 4 is on LNSl 
and no forbearance agreement is in effect, 

2) The Terms of the Forbearance Agreement . If an 

act i Ve F o~ n b e a r an c e t r a i 1 e r i s i n e f f e c t (conditi on 
code 83), the System bills based on the Forbearance 
trailer. 

Nq Bill , When pay code 9 is used on LNSl, the 
System will not generate a bill. 

Bill Format . The monthly bill consists of two-parts -- 
a receipt portion for the mortgagor to keep and a tear- 
off mail-back portion to identify payment. Included 
with the bill is a return envelope pre-addressed to the 
lock box, Appendix 1 is a sample bill. 

Bin Screen . The Bill Screen contains all data fields 
that appear on the monthly bill mailed to mortgagors 
(See Appendix 1 for a sample bill screen,) 

Command . The screen Is used in the IQ mode only. 

You cannot file maintain this screen. To display 
the screen, enter the command: 

//IQ, Bill, Account Number 

2) Data Displayed . The System displays the latest bill 
generated for the account. This bill is available 
until the next bill is generated by the System. The 
annual percentage field is not the interest rate and 
isn't used by HUD.' The late charge field shows that 
amount of late charge for that month only. Any 
previous late charges are included in the past due 
field amount. The CODE field in the section 
"Transactions Since Last Bill" contains the Code as 
indicated on the bill. These codes are explained on 
the reverse side of the actual bill (See Appendix 
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D. Billing Cycle . The System produces bills on the night 
of t h e t en t h day prior to the end of the month. Bills 
for accounts not under forbearance include all amounts 
due and owing as of the time the bill is created (the 
total of everything on the receivable and advance 
screens). The amount of the next monthly payment is the 
total P ^ I and escrow payments from LN$2 and the 
service charge due based on the unpaid principal balance 
at the time the bill is created. Bills for accounts 
under forbearance include the "Total Amount Due" from 
the Forbearance trailer as of the date the bill is 
created and the next monthly forbearance amount due. 

The amount of the most recent bill is displayed on the 
bi 1 1 screen. 

E. Mailing Address . Bills are mailed to the name and 
address on the NAME screen. The System offers the 
option of mailing to the mortgagor at the property 
address or to an alternate name or address or any 
combination of these. The initial instructions for 
mailing are entered at account setup and may be changed 
at any time by file maintenance; however, NEVER change 
the property address except to correct an error. 

F. Returned Bills , All undeliverable bills are returned to 
Headquarters. Headquarters forwards them to the field 
to make the corrections necessary to assure that bills 
are addressed properly. Generally, a returned bill 
requires either correction of the address on the NAME 
screen or coding of the account with Pay Code 9 on LNSl 
to suspend billing if the property is vacant or billing 
is inappropriate. 

G. Common Billing Problems . The most common problems with 
bills and the solutions are: 

SOLUTION 

Provide documentation to 
OFA to apply payments. 


2) Tax advances Explain shortages to 

mortgagor; analyze and 
adjust escrow. 


PROBLEM 


a. Prior to conversion 

b. During conversion 
November 3982 - 
March 1983 

c . Pri or to setup 
on new accounts 
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3) No FORB or expired FORB 
the t r a i 1 e r ; tn 0 r t g a g oT~ 
bi 1 lFd f or full 
delinquency , 

4 ) Misapplication of 
payments from prior 
period to FORB agFeement 
giving unearned credits 
to mortgagors 

5 ) On GPMS, placement of 
funds in escrow with 
no credit to the FORB 
trailer. 


6) Payments applied to 
principal before the 
f i rst of the month 

7) Subsidy payments not 
being applied. 


Enter a FORB trailer In 
system . 


File mai ntai n the FORB 
trailer to ref 1 ect the 
actual status of the 
agreement , 


OFA is correcting this 
problem for future 
payments. FORB trailers 
must be file maintained 
to reflect the actual 
of the agreement. 

Request OFA to apply the 
payment to the proper 
recei vabl es. 

Identify any months in 
which subsidy was not 
properly applied and 
request OFA to make the 
necessary adjustments. 


4-25. COLLECTION AND DEPOSIT OF PAYMENTS . Routine collection and 
^oc 0 u n ting of payments^ s n o lb n g e r done in the field, HUD 
has contracted with the lock box in Atlanta to serve as a 
depository for collections. Mortgagors who receive monthly 
bills also receive an envelope p re-add ressed to the lock 
box. Field staff must stress the importance of mortgagors 
using these envelopes, returning stubs with payments, and 
writing the account number on remittances. 


A. The Lock Box . The role of the lock box is solely to 
receive and deposit payments. All remittances, 
including partial payments, received by the lock box and 
made payable to HUD, an organizational entity of HUD, or 
the United States Treasury are processed for application 
to the account. The lock box deposits all payments and 
prepares a daily tape of payment transactions with the 
account number and payment amount. The lock box sends 
the tape to the System. The payment informati.on is 
processed overnight. Each valid payment with a valid 
account number is applied to the account with a 310 
payment transaction. 


4-30 



B. Unappliablp Payments . Remittances received at the lock 
box which c a n n 0 1 be" applied to accounts are deposited 
and a copy of the remittance is forwarded to OFA. OFA 
forwards a copy of the remittance to the field office if 
OFA cannot identify the remittor. 

C« Correspondence . Any material received with remittances, 
such as letters, forbearance agreements, or other 
documents is not processed by the lock box. Field 
offices must educate mortgagors to send only payments 
and payment stubs to the lock box. Also, FIELD OFFICES 
MUST NOT SEND ANY CORRESPONDENCE TO THE LOCK BOX WITH 
THE EXCEPTION OF FORM HUD-235 (See para. 4-29., Payments 
Received in the Field . ) . 

Except i nns . Only payments with valid account numbers 
are applied to the accounts. Any remittances deposited 
but not applied to accounts are reported to OFA as 
exceptions on a daily basis. The most common reasons 
for except ions are: 

1) Payment received from the mortgagor without a bill 
stub or account number on the check 

2) Payment received from the field office without an 
account number 

3) Invalid account number on the remittance 

4) A status or condition code has been set to reject 
payments 

5) Key punch error at the lock box 

6) Garbled or invalid principal paid -to dates 

OFA identifies the accounts to which exception 
remittances are applied. These payments are applied as 
quickly as possible by OFA staff using either a 310 or 
204 transaction. Unidentifiable remittances are sent to 
the field for further research. 

E, Unacceptable Payments . If unacceptable payments are 
deposit ed (for example , payments on cases in 
foreclosure), OFA issues a refund. 
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F, Returned Checks. The lock box processes a check twice 
before sending it tn OFA who reverses the application of 
the payment. The reversal is done with a transaction 
0D7 and shows as such on the history (HSTY) screen. 

When a returned check transaction is processed, the 
payment transaction is reversed and a returned check fee 
will be applied to the reversed receivable at the same^ 
time. The ret u rned-check count on the Amounts screen is 
increased by one. The $10.00 fee is added to the total 
of uncollected returned-check fees on the Amounts 
screen. 

G, Excess Payments . Payments received against current 
accounts Tn excess of the regular monthly payment are 
applied to the unpaid principal balance. The System 
does not create future receivables for the application 
of excess payment amounts. If a mortgagor who is 
current makes such an excess payment and advises you he 
does not want the payment applied to principal only, 
call the Service Center and request a reapplication of 
the payment. 

H, Bulk Sales Payments . Instruct the mortgagor to mail 
monthly payments to the lock box in Atlanta, Georgia. 

Payment Processing Center 
P.O. Box 105652 
Atlanta, GA 30348 

Make certain that the pay option code on loan screen one { 
is set with a 4. Tell the mortgagor to send the bill 
stub with the remittance and to write the System 9-digit 
account number, the FHA case number, and the bulk sale 
number on the remittance. If you have any reason for 
retaining the pay option code as 9, call the Service 
Center. 

4-26. REVERSAL OF PAYMENTS MADE BEFORE CONVERSION . In some 

cases, OEA has reversed payment made before conversion. In 
these cases, an advance is created. If the payment amount 
matches a payment made after conversion, OFA will reverse 
the current payment using a transaction 007. When no exact 
payment can be found on the history screen, OFA uses a 
tra.nsaction 252. 
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4-27. CERT I TIED FUNDS REQUIREMENT . If a mortgagor has three NSF 
c h e cTs "re t "u r n e d " w i t h i n eighteen months, the System sets 
condition code 82 and adds a message to the monthly bill.. 

The message tells the mortgagor to make payment in certified 
funds. If the field office wants to eliminate the message, 
remove condition code 82. Instructions for removing 
condition codes are in Chapter 3. 

4-28. DAILY COLLECTION REPORT (OCR) . In addition to the payment 
information available in the individual account records, 
field offices will receive a Daily Collection Report. 
Information about the report is in Chapter 5. A copy is in 
Appendix 19. 

4-29. PAYMENTS RECEIVED IN THE FIELD . 

A. Form HUD-235 . If your office receives a mortgage 
payment on a Secretary-held mortgage, you must complete 
a form HUD-235 and send it to the lock box in along with 
the money. Section 2 of Chapter in Handbook 1911.1 REV- 
3, Handling and Protecting Cash and Other Negotiable 
Instruments, contains instructions regarding the use of 
the form. Use regular first-class mail. DO NOT USE 
CERTIFIED OR REGISTERED MAIL. 

B, Section 221(g)(4) . If a field office receives a payment 
f or a T21 t g) ( 4) mortgage which has not been assigned to 
the Department, the field office is to contact the 
mortgagor and mortgagee to determine if the mortgage is 
in the process of being assigned and the FHA case 
number. If the mortgage is being assigned the FHA case 
number is to be put on the check, and the check is, to be 
sent to the Lock Box’. 

Lock Box Address . The address is; 

Payment Processing Center 
P.O. Box 105652 
Atlanta, Georgia 30348 

D. Account Number . The Lock Box uses scanning equipment to 
locate the account number on the check. For this 
reason, write the number anyplace on the check EXCEPT in 
the lower right-hand corner* If the payment stub is 
available, it should be forwarded with the remittance. 

If you have any accounts which are not in the System, 
call the OFA Service Center immediately to determine how 
to handle the remittance. On new accounts, field 
offices are responsible for setting up the accounts 
before the mortgagor begins making payments. 
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4-30, OTHER COLLECTIONS. Field offices receive a variety of 

collections other than regular monthly mortgage payments. 
Instruction for the handling of special collections (payoff 
checks, tax refunds, etc.) are provided under the 
appropriate subject heading in this Guide. If you collect 
funds for some purposes not covered in this Guide, call the 
Service Center for guidance on how to handle it. Do not 
send Section 235 subsidy recapture funds to the lock box . 

4-31. SECTION 235 MORTGAGES 


A. Recertifications . Field offices will complete Section 
2 3 5 r e c e r t i f 1 c at ions and enter the information directly 
into the System. Recertifications must conform to 
outstanding instructions in Handbook 4330.1. Enter the 
calculations into the System using the C235 

Recertification Trai 1 er. ( 235) Instructions for creating 
the trailer are in Chapter 3. Do not send the 
recertification to OFA. 

1) Use of Service Charge to Calculate Subsidy . The 
calculations to establish the amount of subsidy to 
be paid on behalf of the mortgagor must include the 
service charge. This amount may be found on the 
AMTS, CURR, POFQ AND RECV screens. The service 
charge on these screens will change as the unpaid 
principal balance changes. 

2) Changes in Service Charges . The service charge is 
reflected on the current and pending data trailers 
on the C235 screen. However, the service charge on 
the C235 Screen is for information only, and 
reflects the service charge used for the last 
recertification. It will not change as a result of 
the reduction of the unpaid principal balance. At 
recertification time, the System will retain the 
current service charge until the next 
recertification. At the time of recertification the 
System displays the service charge as the C235 
screen using the following formula: 

30 DAYS X SERVICE CHG OPT X UNPAID = MONTHLY 

in the month (from LNS2) PRINCIPAL SERVICE 

360 days CHARGE 

3) Total Monthly Payment Includes Service Charge . The 
System includes tTTe service charge amount in" the 
total monthly payment (TTL MTHLY PAY) field on the 
CURR screen. The System uses the total monthly 
payment to calculate the mortgagor payment amount 
and enter it into the MORTGAGOR PAY field. 
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4) WARNING l Do not call up the C235 screen in the file 
maintenance (//FM) mode unless you intend to 
recertify the account. When you call up the screen 
in the file maintenance mode, the System will 
display the new and current service charge if the 
unpaidprincipal was reduced since the last 
recertification. If you call up the screen in the 
file maintenance mode you must do one of the 
foil owi ng : 


a. Recertify the mortgagor by using the new current 
service charge displayed on C235 and file 
maintain the screen. (If you intend to 
recertify the mortgagor but wish to retain a 
copy of the C235 with the old data on it, IQ and 
print the screen before you attempt the 
recertification), or 

b. Use the //STOP and / /CONV . ACCOUNT NUMBER 
commands so you can get rid of the screen. 


5) ERROR MESSAGE: ^MORTGAGOR PLUS ASSISTANCE PYMT NE 

" When 7ou a 1 1 e mp t to f i T e m a i n t^a i n CT 3 5 a n d 
tlfiTs message appears at the bottom of the screen 
after you XMIT, one of the following condition 
exists. 


a. Calculation Error . You committed an error when 
performed the subsidy calculation. Redo 
your cal cu T ati on. 

h. Escrow Requi rement . If Headquarters ran a final 
escrow analysis on the account, you must 
recalculate the subsidy if the analysis resulted 
in a change to the escrow requirement. 


11 For delinquent accounts, check the escrow ^ 
Tnst a T 1 nTe nT^c h a n g e t r al l e r on the bottom of 
the ESCR screen. If an amount appears in 
In the REV AMT field, use that figure to 
recalculate subsidy. 


21 For current accounts, check ^he ESCR^ ^ 
CONSTAN TS/ESCkQvI-I fi eld on LNS2. If the 
escrow requirement changed due to the 
analysis, you must use the new requirement 
to recalculate the subsidy. 

NOTE* You must use principal, interest, 

* escrow, AND SERVICE CHARGE in the 
subsidy calculation. 
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B. Suspension of Section 235 Assistance , When the 
computation of the assistance payments results in a 
suspension of subsidy billing, complete the trailer to 
show next-recertifi cation date three years from the date 
of the suspension of assistance. Also, delete Status 
Code 27, FHA 235 Loan, form LMSl. Enter code 1 in 
STATUS and code 8 in COND 1 ON C235 trailer to suspend 
the application of subsidy. If a recertification is 
done within the next three years, the assistance 
payments can be reinstated by entering the new data into 
the trailer and reversing the above actions. You must 
also suspend subsidy when a foreclosure is recommended, 

C . Monthly Summary of Assistance Payments Due Under Section 
23S, Payment No. 471 . If the account remai ns suspended” 
for the full period, the System will include the account 
on report No. 471, the monthly report of recertifi- 
cations due within 75 days of the date of the report. 
Field offices can use this report to identify cases 
which must be recertified and which may result in the 
suspension or termination of assistance payments. 

0. Termination of Assistance . When the assistance payments 
contract is terminated", any C235 trailer pending on the 
account must be deactivated. Enter code 8 in STATUS on 
C235 trailer. In addition, to prevent trailers from 
being established in the future, remove condition code 
27 - FHA 235 Loan. Instructions for removing condition 
codes are in Chapter 3. 

235 Subs i dy Bi 1 lings Accounting . OFA has responsibility 
for processing of 235 subsidy payments . The field 
office is responsible only for assuring that the payment 
calculations are completed in an accurate and timely 
manner and entered into the System, OFA, Post Insurance 
Division (PID), receives the subsidy report from the 
System on the 15th of each month. The subsidy is 
applied on the last work day of the month for the 
following month. For subsidy to be applied for the 
month due, you must complete the recertification trailer 
no later than the 15th of the current month to receive 
subsidy for the following month. Subsidy payments are 
applied to receivables in the same manner as other 
remittances on the account, 

F. Recapture of Section 235 Subsidy Payments . OFA is 
responsible for the accounting necessary to control 
recapture of 235 assistance. For accounts subject to 
recapture the field office enters status code 74 on Loan 
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Screen One* In the event of a sale or assumption of a 
property subject to recapture to a buyer who is 
ineligible for assistance, the field office must request 
from the Service Center the amount of assistance which 
has been paid from OFA to determine if any assistance 
must be recaptured. As part of the assumption 
processing, you must terminate the assistance payments 
contract. For detailed instructions regarding recapture 
of assistance payments, see Handbook 4330.1, Chapter 11. 
These instructions are being incorporated into the 
Single Family Secretary-Held Servicing Handbook. 

G . Effects of Escrow Analysis on Section 235 Accounts 

1. Formula 1 and Pending Data Trailer . If the escrow 
requirem'eFt changes as a result the escrow analysis, 
the System recalculates the Formula 1 amount by 
using the adjusted income in the ADJSTD INCOME 
field. The System then creates the PENDING DATA 
trailer and enters the Formula 1 payment amount on 
the pendi ng trailer. 

2. Effect of Final Escrow Analysis . When Headquarters 
run a final eic r ow analysis, t he System 
automatically adjusts the C235 pending data trailer 
based on the results of the analysis. After a final 
analysis of your accounts is run you should check 
your C235 screen to determine whether the System 
made the appropriate changes. Report any problems 
to the Secretary -hel d and Counseling Services 
Branch ♦ 

H. Termination and Suspension of Subsidy Codes . The System 
does noTl a t t he 1 1 me of an e s crow a n a 1 ys is , check to 
det ermi he if subsidy has been terminated or suspended by 
the presence of the appropriate code or codes in the 
STATUS and CONDI fields on C235. For this reason, you 
must examine your Section 235 accounts to determine if a 
Pending Data Trailer has been completed as a result of 
the escrow analysis. If the Pending Data trailer is 
present you must file maintain it by duplicating thereon 
the termination or suspension codes that appear on the 
Current Data Trailer, 
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I, Pending Data Trai lers > For accounts containing pending 

d'a t a ' t r a 1 1 e r s f i e Vd of f i c e s must do the following: 

i. Determine the amount of subsidy adjustment on each 
affected account, 

2) Submit to 0FA‘s Service Center a written 

notification indicating the affected account numbers 
and the amounts of the adjustments (+/-) to be made 
on the subsidy. 

' 3) File maintain the pending data trailer by performing 

the following activities: 

a. manually calculate the correct Formula 1 amount 
and enter it on the trailer 

b. manually calculate the mortgagor's payment 
amount and enter it on that field 

4) Enter the current annual income on the CURRENT DATA 
trai 1 ^r. 

5) Notify your mortgagors of any change relating to 
their accounts. 

^*32, ESCROW ANALYSIS . An automated escrow analysis will run 
annually for each field office in accordance with the 
schedule established by OFA. Each field office will receive 
two preliminary escrow analysis reports (668 and 669) from 
which to make a reconciliation of escrow data. Headquarters 
will provide these reports to each field office 
approximately 30 days prior to the scheduled automated 
escrow analysis date. These reports are used to verify and 
correct any escrow data before the actual analysis is 
performed. 
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The System will perform the automated escrow analysis as of 
the 1st day of the scheduled month. The bills for accounts 
not under forbearance will reflect any change in tho now 
monthly payment amount. Accounts under forbearance will 
still reflect the forbearance amount. However, the monthly 
payment required under the terms of the mortgage changes 
according to the escrow analysis. The monthly receivables 
are adjusted to reflect the new payment, 

4-33. ESCROW 

^ • Shortages . At the time of disbursement, deficiencies in 
escrow are converted to advances. This advance 
represents the shortage for the current escrow 
disbursement. The field office should notify the 
mortgagor to remit the entire shortage amount as a lump 
sum payment. 

B, Lump Sum Payment , If a mortgagor elects to bring 
current the escrow account with a lump sum payment, 
deposit the payment locally. Send a copy of the 
Schedule of Collections to the Office of Finance and 
Accounting in accordance with instructions in Handbook 
1911.1, Chapter 2. The schedule must indicate that the 
payment is to be applied to escrow. If your office does 
not deposit funds locally, notify the Service Center 
that a lump sum payment to be applied to escrow will be 
sent to the Lock Box. At that time, the Service Center 
will adjust the System's Receivable Screen to reflect 
the lump sum amount in the escrow requirement column. 

The payment received, at the Lock Box then can be 
processed as a regular 310 transaction that will satisfy 
the lump sum amount first (as long as no other 
indebtedness with a higher priority exists; e.g., 
unsatisfied tax advances, service charge, etc.). NOTE: 
If an advance exists, the advance must be liquidated 
before a lump sum may be credited to escrow, 

C . Surpluses 

1) Current Accounts , In the event an escrow surplus 
exists on an account current under the note, the 
field office will notify the mortgagor and determine 
disposition as requested by the mortgagor. The 
field office must then contact the Service Center by 
memorandum with instruction as to the appropriate 
disposition of the escrow surplus, 

2) Del inquent Accounts . For delinquent accounts, the 
field office s h^u 1 d notify the Service Center by 
memorandum to distribute the surplus to the existing 
del i nquency . 
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4-34. CUSTOMER SERVICE . Field office staff have primary 

respons i bi T1 ty f or all contacts with mortgagors on their 
accounts. The conversion has resulted in billing problems 
for many accounts and has also highlighted problems from 
yi tor periods were not evident to mortgagors before. 

One of the most important responsibilities of the field 
office loan servicer is to analyze the account record to 
explain HUD's accounting practices to mortgagors and to 
identify the source of problems. Although some problems can 
be resolved by the field staff, you should call the Service 
Center about any problem relating to financial 
transactions . 

4-35. ACCOUNT ANALYSIS . The most important tool to understand 
payment or billing problems is the Loan History screen. 

This screen shows all financial transactions performed on an 
account. Appendix 18 is a sample of the History Inquiry 
format with the definition of all the fields. 

For accounts held by HUD prior to January 17, 1983, the 'loan 
account balances as of December 31, 1982, were entered into 
the system to establish the account record. These accounts 
all have account numbers with an 06 prefix. Cases entered 
into the system since conversion have an 07 prefix and show 
the loan balances at assignment or closing of a PMM. 

The Loan History is created by the performance of financial 
transactions; it cannot be file maintained. If a 
transaction Is made in error, it can only be corrected by 
entering another transaction to reverse it, A sample 
analysis of an account history is in Appendix 25, 

4-36. DEACTIVATING ACCOUNTS WITH DAMAGED PROPERTIES . In addition 
to the activitTes set forth in the Secretary-held Mortgage 
Servicing Handbook 4335.2 REV., September 1986, the field 
office must perform the following System activities. 

A. Change Loan Screen One's Pay Option to 9 and set 
Condition codes 48 (Escrow Hold) and 83 (Forbearance 
Agreement in effect) 

B. Change Loan Screen Two's Tax Escrow Amount to 000.00 and 
property Type to 25 

C. Change or enter the Loan Forbearance Screen's status to D 

D. Enter a trailer on the Loan Monitoring Screen to reflect 
the .mortgage term date under the Note Date; amount to 
000.00; and, under Remarks write: INACTIVE, PAY NO TAX; 
deactivate previous trailers 
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E. Change the Status of each Item on the Escrow 
Requirements Screen to 4 

Insurance Proceeds . If there are insurance proceeds but 
t H ey a re i ns u f f 1 c i e n t to allow the mortgagor a 
reasonable prospect of restoring the property or the 
mortgage Indicates an unwillingness to do so: 

1) Identify the proceeds by account number; 

2) Secure the mortgagor's endorsement (If necessary) 
and , 

3) Send the proceeds to the lock box. 

6. If it should become necessary to place the case back on 
an active status the field office will have to reverse 
its activities under paras. A thru E above. 

4-37. TAX PROCESSING 


A. Pi sbursement 

1) Field OFFi ce . Taxes are disbursed per instructions 
incTuded in Handbook 4335.2, Procedures for 
Servicing Secretary-Held Mortgages. Per these 
instructions, most field offices utilize a report in 
the Critical Path Processing System (CPPS). These 
field offices are required to manually annotate the 
typy rep or t w 1 0l an approprl ate System account 
n u m^e r t oT e a cTP a c c o ^ nT 1 i s ted ; t h e a p p r o p r i ate 
System Payee No., Tax Type Code, andiaxTerm(in- 
morrths ) ; the^ e^^^ re p^roperty 1 dent 1 f i cat i^n nlimber ; 
the actual payment penalty date; and the v^rd 
”Hotes*^ - to alVrt OFA, Insurance Accounting 
D i V f s 1 on staff to forward the document to the SFN 
Branch (See Figure 1 at the end of the Chapter). 
Other offices, which do not utilize CPPS, are 
required to prepare a transmittal that includes: 

a. the date on which the tax transmittal is 
forwarded to the Regional Accounting Director; 

b. the SFMNS payee number for the taxing authority 
(i.e., a nine-digit number starting with 05); 
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c. the address of the taxing authority; 

d. the signature and title of the authorized 
official forwarding the tax transmittal; 

e. the year for which taxes are being paid; 

f. the actual tax payment deadline date for the 
taxes being paid; 

g» the name of the field office; 

h. the number of tax bills included on the tax 
transmi ttal ; 

1 the field office transmittal number assigned to 
the transmittal form. Field office transmittal 
numbers should be composed in the following 
manner : 

Use a 9-chardcter identifier where: 

1, 2, 3 - represent the first three letters of 
the field office name. 

4, 5 - represent the Fiscal Year, 

6 - is either "N" for Notes or "P" for 
Propert 1 es , 

7, 8, 9 - represent a 3**digit number numbered 
consecutively beginning anew each fiscal year. 

(Example: The 2nd tax transmittal for Notes in 
Fiscal Year 1986 from the Charleston Office 
would be CHA-86-N~002.) 

j. the name of the taxing authority; 

k. the FHA case number; 

l. the SFMNS account number; 

m. the SFMNS tax type code (e.g., County - 11, 

City = 12); 

n. the tax term in months (e.g., 03, 06, or 12); 

0 . the taxing authority's tax identification number 
for the property; 
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p. the amount of tax; 

q, "fnformation relatlng to the amount an^( 
responsibility for penalty and interest to be 
paid; 

r, tax transmittal amount totals; and 

s. certifying officer's signature 

(It is suggested that all offices use the attached 
draft form when manually preparing tax trans- 
mittals - see Figure 2 at the end of the Chapter). 

It is essential that all of the i nf ormat i on on the 
tax transmittal forxn be accurately provided in order 
to preserve the integrity of the escrow data entered 
into the SFMNS. 


2) Reg ional Accounting Director (RAD) . The tax dis- 
Furs erti e n t do cum e n t p r e p a r e d by the field office is 
forwarded to the RAD who prepares a computer tape or 
hard-copy schedule of disbursement reflecting the 
information on the document. The tape or schedule 
of disbursement is forwarded to the Department of 
Treasury where checks are prepared and mailed to the 
appropriate tax authority or back to the field 
office, per local procedure. After the RAD receives 
confirmation of disbursement, the RAD assigns the 
document a schedule number (which includes an N to 
indicate that the disbursements are to be posted to 
Notes) and then forwards the tax disbursement 
document to OFA, Insurance Accounting DivisTon, 
Control and Reconciliation Section. 


3) 


A) 


1. Insurance Accounting D1v1s1p_n - The Control ^and 
■co'ricl Hatlon section reconciles aggregate totals 
% document to Department “^Treasury reco d 
n-ioc disbursed. The document is then forwaraea to 
Tpos? Insurance Division. Single Pa.ily Notes 

anch . 

■A Dn<t Insurance Divisio n. 

:compl1shed in two ste s F rst, the 

Itabllshed by the ^ f ^ j t^refl act 

iformation that disbursement transaction, 

os? e ??s?ursement to the 
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Tax Refunds a nd Returned Tax Choc ks. Tax refund chocks 
and check s returned to HUD by the^faxing authority must 
be deposited locally by the field office. Requests for 
cancellation of tax disbursements must be made by the 
field office to the RAO. Information on the Schedule of 
Collections forwarded to OFA should include the 
mortgagor's account number, FHA case number, and the 
amount of funds related to each individual case, both 
base tax and penalty, if appropriate. This information 
is essential to prevent delay in processing the 
transaction. Send all Schedules of Collection and 
Deposit tickets to: 

DHUD-Control and Reconciliation Section 
P.O. Box 23299 
Washington, DC 20026-3299 

If a tax disbursement has not been posted within 90 days 
after being sent to RAD, or a cancellation has not been 
posted within 90 days after being sent to HUD in 
Washington, you may call the Service Center to have the 
item researched. You must have the schedule number 
assigned by RAD when you call. No action can be taken 
by OFA without the schedule number. Additional 
procedures concerning tax refunds and returned checks 
may be found in Chapter 2 of Handbook 4335.1, Procedures 
for Servicing Secretary-Held Home Mortgages. 

C . Account Numbers on CPP Report R07CNCA 

1) Critical Path Processing System . A minor 

. m 0 d i f i c a tTo n h al b e e n made to the Critical Path 
Processing System to enhance the payment of taxes 
for Secretary-held single-family mortgages. The 
change relates to the use of the Legal Description 
data field on Form HUD-9515.22, Transaction 30 (ADD) 
1025 Received - Tax Information, and Form HUD- 
9515.23, Transaction 30 (Change) 1025 Received - Tax 
Information. This will not affect processing, but 
if you do not enter the account number onto Form 
HUD-9515 . 22/ 23 you will have to enter the account 
number manually on the tax transmittal. 

2) Legal Description Field . The Legal Description 

f i eld has been set aside for entry of the Single 
Family Mortgage Notes System (SFMNS) nine-digit 
account number. Field offices should delete all 
current number in the first nine spaces of the 
field. 
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^ ) I! e c one illation of Account an d FHA C a_s ^ J|jJ nihn r When 
you maTe the entry oT tFe 'account nuinberT "Feconc i 1 e 
the account number and FHA case number by using a 
copy of SFMNS Report No 602, Cross Reference 
Listing, to insure accuracy. The account number 
will appear in the extreme left-hand column of 
report R07CNCA, CPPS-SHM-TAX BILLS APPROVED FOR 
PAYMENT. The column is headed "SFMNS ACCOUNT 

4) Acquired Properties . If HUD acquires the property 
represented by the account number, field office PD 
staff will delete the account number from the field 
because the number will have no further purpose in 
CPPS. PD staff may then use the field to re-enter 
the legal description. 

D. Tax Escrow Requirements for PMMs . Some PMM accounts are 
delinquent due to errors made by Field Offices in 
establishing the tax escrow requirements at the closing 
of Purchase Money Mortgage PMMs). When the Form HUD- 
9596, Certification Page for Settlement Statement, is 
not correctly completed, proper credit for HDD's share 
of the tax escrow may not be given to the mortgagor. 
Since this can create insufficient funds in escrow, the 
account may become delinquent when taxes are disbursed. 
If you determine that a delinquency was caused by an 
error made at closing, please provide the following 
information to: 

Chief, Single Family Property Section 
Real Property Branch 
Attention: Ms. Dorothy Baugham 

451 7th Street, SW, Room 6251 
Washington, DC 20410 
FTS 755-8768 

1) a brief explanation of the problem 

2) FHA case number 

3) SFMNS account number 

4) mortgagor's name 

5) amount to be credited to mortgagor's escrow account 

6) a copy of the HUD-1, Settlement Statement 

You explain to these mortgagors what happened and to 
offer a forbearance agreement .for the payment of any 
residual delinquency caused by this problem. 
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Tax Bills , Notify your taxing authorities to send tax 
bills to your office not Headquarters, 

Establish a schedule for obtaining bills and paying 
taxes which provides that: 60 days prior to the 
discount or tax payment deadline date, the field office 
will forward to the taxing authority a listing of all 
SHMs on which taxes are due with a request that the tax 
bills, containing the FHA case numbers, property 
addresses, and tax identification numbers for the 
related mortgages be provided to the field office no 
later than 30 days prior to the due date; each taxing 
authority will deliver tax b111(s) to the field office 
no later than 30 days prior to the due date; the tax 
clerk will process the tax bills and forward a tax 
transmittal to the Regional Accounting Director no later 
than 21 days prior to the tax payment deadline date. 

The Regional Accounting Director will process the tax 
transmittal and forward a Treasury check tape and 
schedule of payments (SF-1166) to Treasury, and two 
copies of the SF-1166 with one copy of the supporting 
documentation directly to OFA, Insurance Accounting 
Division. 


Sample Schedule 


November 1, 1986 
December 2, 1986 
December 10, 1986 

•k 


★ 


* 


December 31, 1986 


* 


Field office requests tax bill; 
Field office receives tax bill; 
Field office forwards tax 
transmittal to RAD; 

RAD forwards tape to Treasury and 
two copies of the SF-1166 with one 
copy of the support! ng 
documentation to OFA, Insurance 
Accounting Division; 

Insurance Accounting Division 
forwards one copy of SF-1166 and 
the supporting documentation to 
OFA, Post Insurance Division; 
Treasury forwards checks to taxing 
authority or field office and 
confirmation of disbursement to 
Regional Accounting Director; Post 
Insurance Division reviews and 
reconciles the tax transmittal and 
completes posting of tax 
disbursements to SFMNS accounts; 
Tax payment deadline date; field 
office completes review of 
preliminary escrow analysis 
report ; 

Annual automated escrow analysis 
date. 
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Mortgagors’ bills for February will reflect any change 
In payment, if applicable, and the Loan Receivable 
Screen will reflect the change in escrow requirement. 

^Deadlines will be established for these activities upon 
implementation of forthcoming revised procedures for the 
posting of tax disbursements. 

4-38. CODING REPROCESSED FERRELL ACCOUNTS ENTERED INTO SFMNS 

A, AffectedAccounts . Your office must identify and code 
in the Single Family Mortgage Notes System (SFMNS) all 
Ferrell accounts accepted for assignment or Purchase 
Money Mortgage (PMM) under the provisions of Ferrell 
Memorandum No. 5 dated September 20, 1985. This 
includes all such accounts you may already have entered 
into the System. Special coding of these cases is 
needed for reporting and servicing purposes. These 
special Ferrell Accounts are: 

1) "Directed" assignments (page 6 of FM No. 5) 

2) Cases accepted for either assignment or a PMM after 
you complete your reprocessing (page 11 of FM No. 


3) Mortgages already accepted for assignment or 

eligible for a PMM as the result of the April 1984 
reprocessing (page 14 of FM No. 5) 

ng . To identify each account, enter a 20 or a 40 in 
the PROP CLASS field on Loan Screen Two at the time you 
set up the account. Select the proper code as follows: 

1) For accounts with a first mortgage only, enter a 
40 

2) For accounts with a first and second mortgage, enter 
a 20 

3) Always, remove the Code 2 and replace it with a Code 
5 in the LOAN CLASS field on Loan Screen one. 

C, Tracking Accounts . You must tract the "directed" 

assignment Ferrell cases (See Ferrell Memorandum No, 5, 
page 7) so if the case is reprocessed but found to be 
ineligible, you can take the required steps set forth on 
page 7. To assist you in tracking "directed" cases 
only , you must also complete a trailer on the Loan 
Moni t or i ng Screen (MONT). Entries on the trailer must 
follow these guidelines. 
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REASON - Enter the initials of the servicer responsible 
for processing the assignment request 


NOTE DATE 


LD TIME 


AMOUNT 


Enter a date that is 90 days after the 
date on which you received the 
mortgage's request for assignment. 

Enter 060 for a sixty-day advance 
warning on the monthly Monitoring Report 
that the reprocessing should be 
completed within 60 days. When you 
receive the monitoring report with the 
60-day lead time reminder, determine if 
the processing of the application has 
been completed. If the processing has 
not been completed, file maintain the 
MONT screen by changing the 060 in the 
LD TIME field to 030. This will provide 
you with another Monitoring Report 
reminder regard ing the application 
processing. 

No entry. 


REMARKS 


Enter Ferrell Reprocessing. 


If the monitoring screen is filled with the maximum of 
ten trailers, you must delete one of the existing 
trailers to make room for the Ferrell trailer. You do 
this by typing the Ferrell information over an existing 
t r a i 1 e r , 
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signature Cf certifying CfFlCER: 



HOUSING MANAGEMENT DIVISION 
SINGLE family NOTES/PROPERTIES TAX PAYMENT 
MANUAL TRANSMITTAL FORM 



Figure 2 
Page 2 


MANUAL TRANSMITTAL FORM INSTRUCTIONS 


From: Enter name and title of Certifying Officer, and name of Field Office 
(FO). 

Prepared By: Enter name of individual preparing form. 

Name of Tax Authority: Enter name of Tax Authority (TA) as recorded in the 

Single Family Mortgage Notes System (SFMNS) Complete 
Escrow Payee List (Report #460), 

Make check payable to: Enter name of TA or name and title of State/local 

official to whom Treasury should make the check payable. 

Address: Enter mailing address of TA or State/local official to whom the check 
is to be sent. 

Tax year being paid: Enter the year for which taxes are being paid. 

Tax Payment Deadline Date: Enter the tax payment deadline date established by 

your office for the specific payee, 

SFMNS Payee Number: Enter the SFMNS payee number as recorded in the SFMNS 

Complete Escrow Payee List (i,e,, a 9 digit number begining 
with 05) , 

Date: Enter the date on which the document is signed by the Certifying 

Officer. The document must be forwarded to the Regional Accounting 
Director (RAD) on the date signed. 

The following SF Note(N)/Property(P) . . . : Enter the total number of tax 

bills approved for payment included on the form. 

FO Transmittal No: Enter the FO transmittal number assigned to the transmittal 

form, FO transmittal numbers should be composed in the 
following manner: 

Use a 9-character identifier where: 

1, 2, 3 - represent the first three letters of the FO name. 
4, 5 “ represent the Fiscal Year. 

6 - is either "N” for Notes or "P" for Properties. 

7, 8, 9 - represent a 3-d1git number numbered consecutively 
beginning anew each fiscal year. 

(Example: The 1st tax transmittal for Notes in Fiscal Year 
1987 from the Boston Office would be B0S-87-N-001.) 



FHft Case Number; Cnter FHA case number 

SFMNS Account Number: Enter SFMNS account number 

SFMNS Tax Type: Enter two digit code for the type of tax being 

paid as specified in the SFMNS User’s Guide 
(e.g., County Tax ~ 11; City Tax = 12, etc.)* 

Tax Term (Mo.): Enter term, in number of months, for which tax 

is being paid (e.g., 03, 06, or 12). 

Tax Identification Number: Enter the identification number issued 

by the TA to identify the property for 
which taxes are being paid. This 
number must be recorded exactly as 
established by the TA to include 
decimal points, hyphens, blank spaces, 
1 etters , etc. 

Tax Without Penalty: Enter the amount of tax to be paid exc 1 ud 1 ng 

any penalties or interest owed. 

ERS Seq, No: Escrow Requirements Screen Sequence Number, Field 
offices to not make any entries in this column. 

This number is to be entered at the time tax 
disbursements are posted to SFMNS accounts by OFA, 

Penalty Assessment; Enter the amount of penalty or interest owed 

in the column identifying the entity 
responsible for the additional assessment 
(i.e., Field Office, Regional Accounting 
D1 rector, Headquarters, Mortgagee, or 
Mortgagor ) , 

Tax with Penalty: Enter the amount of tax to be paid including 

any penalty or interest owed. 

penalty Explanation/Other Remarks: Enter remarks as appropriate. 

Totals: Enter totals for amounts entered in applicable columns. 

If the transmittals is comprised or more than one page, 
enter totals for entire transmittal only on the first 
page. 

Signature of Certifying Officer; Certifying Officer must review 

and sign document prior to 
forwarding to RAD. 



F i g u r G 3 , 
Chdptf*r 4 


F^>1)PANDC!M FOR: Stuart MaLTon, Oiief Attorney, Servicing and Foreclosure 

Section, Hcne Mortgage Division, GriH 


FRSM: 


SUBJECT: Amendment to HUD Form 698 dated 

for FHA Case No. 

Account No. 


Since (date of the existing HUD Form 693) : 


A. (Check appropriate box) 

/ 7 We have made the following disbar sesoents: 

(c) 

Amount in (d) (e) 

(a) (b) Escrow as of Resultant Type of 

Date of Airount of Date of Amount of Disbursement 
Disbursement Disbursement Disbursement Advance (b~c) (Tax or PSP) 

1 . L 

2 . 

3. — 

4 . 1 

Total 

The total amount of advances should be added to the amount shown as 
being owed on the original HUD Form 698. 

/ / No payments have been made by us. 

Taxes are next scheduled to be paid on - 

B. The following mortgage payments have been received and accepted: 


Date of Receipt 


Amount of Receipt 



CHAPfER B - REPORTS 


INTRODUCTION , The System provides reports to support the 
servicing of the single family notes portfolio. Most 
reports are scheduled by the System based on a specific 
frequency and will be produced and mailed to the field 
offices based on the scheduled frequency. 

5-2. REPORTS AND FREQUENCY . The following brief narratives 
descrfbe the reports provided to the field offices, A 
sample of each report and a detailed description is in 
Appendix 19. 

Report No, Title Frequency Append! x 

246 LOAN MONITORING REPORT Monthly 19-1 

Purpose: Provides notification for those accounts with 

an established Loan Monitoring Trailer (MONT). 
Allows field offices to monitor the expira- 
tion of forbearance agreements, 235 
recertification and recapture or for any other 
reasons for which the office may require 
advance notice of an expiration date on an 
account. Also useful as a reminder of an 
escrow adjustment or to alert OFA regarding 
any unrecorded tax disbursement relating to a 
payoff. The report can be sorted by servicer 
when a service code is used in the REASON 
field on the MONT trailer. (Refer to Data 
Entry, Chapter 3 for MONT instructions.) 

Report No . Title Frequency Append! x 

260 NEW ESCROW PAYEE Monthly 19-2 

ACCOUNTS THIS MONTH 

Purpose: Provides a list of all payee accounts with an 

opening date within the current month and 
supplements Report 460, Complete Escrow Payee 
List. 

C • Report No. Title Frequenc y Appendix 

452 MONTHLY INVENTORY Monthly 19-4 

AND DELINQUENCY 
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Purpose: Provides a monthly status of field office 

inventory and delinquency status to be used in 
conjunction with monitoring monthly goals. 
(Replaces the manually processed HUD-92203) 

The manner in which the System generates Report NO. 452 
causes an understatement of collections when transaction 
code 006, Loan Transaction Correction* is used to 
reverse transactions other than collections. For 
example, if OFA uses an 006 transaction to reverse a 
transaction 243, Disburse Scheduled Escrow Funds, in the 
amount of $250.00, the System subtracts the $250 from 
the amount collected during the period covered by the 
452 report. This means that the figure in the TOTAL 
AMOUNT COLLECTED field and the TOTAL AMOUNT COLLECTED FY 
TO DATE is short $250. 

Your office may correct the report manually by using the 
fol 1 owi ng procedure. 

Step 1 , Review each day's Daily Collection Report (OCR), 
No. F60XDCA, to determine if it contains 
accounts with an 006 code. 

Step 2 . For any accounts you find under Step 1, inquire 
on the History (HSTY) Screen. 

a. Using the "Collection Date" on the DCR, 
Identify the 006 transaction in question 
(You will find the transaction in the TXN 
column on HSTY.), 

b. Identify the transaction voided by the 006 
entry. You do this by reading the entry 
under the REMARKS field (A typical entry 
reads "VOID XN OXX ON JAN25,85,"). You then 
locate the voided transaction by number in 
the TSN column on the screen. 

c. Determine if the transaction is one of the 
fol 1 owi ng : 

1, 204 - Receipt of Miscellaneous Loan 
Funds 

2, 280 - Loan Payoff 

3, 287 - Loan Payoff, Teller Override 
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4. 310 - Automatic Loan Payment 


For reversals of the above transactions by 
an 006 correction, you must NOT make any 
adjustment to Report No. 452. If an 006 
correction relates to any other transaction 
listed in appendix 13 to the Users Guide, 
you may make an adjustment to Report No. 452 
in accordance with Step 3. 

Step 3 . If an 006 transaction voids a transaction 

other than a 204, 280, 287, or 310, you may 
add the amount of the transaction to the TOTAL 
AMOUNT COLLECTED field on report No. 452 for 
the month in question. You will also add the 
amount to the TOTAL AMOUNT COLLECTED FY TO 
DATE field for the month in question and all 
subsequent months. 

Examp 1 e ; Your office collected $12 ,000 during 
January 1985. Let us suppose that the office 
identified $500 in 006 transactions that 
qualify under the above guide to be added to 
the $12,000 to make it $12,500. You would 
also add the $500 to the TOTAL AMOUNT 
COLLECTED FY TO DATE for the month in 
question. In addition, your office would also 
add the $500 to that field's figure for all 
subsequent months for reports covering the 
fiscal year. 

Please be sure to keep a record of these 
manual adjustments so they can be reported and 
justified for goal reporting purposes. It Is 
suggested that copies of the effected F60XDCA 
report pages be kept. We also suggest that 
wherever possible you review all previous 
Daily Collection Reports for the fiscal year 
and make whatever adjustments they may 
indicate for the 452 report. 

Report No. Title Frequency Append! x 

460 COMPLETE ESCROW On Request 19-5 

PAYEE LIST 

Purpose: Provides a complete listing of all escrow 

payees with the payee numbers that are used in 
completing the Escrow Requirement screen 
during new account setup. 
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E . Report No 

. Title 

Frequency 

Appendi x 

471 

MONTHLY SUMMARY 

OF ASSISTANCE 
PAYMENTS DUE UNDER 
SECTION 235 

Monthly 

19-6 

Purpose: 

Summarizes subsidy payments due and contains 
codes reflecting any changes regarding billing 
status . 

F. Report No 

, Title 

Frequency 

Appendi x 

492 

ESCROW BALANCE 
GREATER THAN 
PRINCIPAL BALANCE 

Upon Request 

19-7 

Purpose: 

Provides a listing 

of accounts with 

an escrow 


balance greater than the current principal 
balance. Used to alert field offices of those 
accounts with adequate escrow balances to pay 
the account in full or to notify the mortgagor 
to make arrangements to pay off the loan. 

Report No. Title Frequency Appendi x 

507 DELINQUENT Monthly 19-8 

STATUS REPORT 

Purpose: Provides information concerning payments due, 
delinquent history, account name and address, 
and other data which field offices can use for 
processing delinquencies. 

^ • Report No . Title Frequency Appendix 

602 CROSS REFERENCE Monthly 19-9 

LISTING 

Purpose: Cross reference by mortgagor's names to the 
account number and case number. 

Report No. Title F requency Appendi x 

607 CROSS REFERENCE Monthly 19-11 

LISTING 
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Purpose: Cross reference by FHA case number, to the 

account number and name. 

J . Report No . Title Frequency A ppendix 

623 CROSS REFERENCE Monthly 19-11 

Listing 

Purpose: Cross references by System account number to 

name and case number. Most useful when 
referencing other reports and access to System 
is interrupted. 

^ • Report No . Title F requency Appendix 

F60XDCA DAILY COLLECTION DAILY 19-12 

REPORT 

Purpose: Provides a record of payments made by the 

mortgagors and credited to their accounts. 

^ • Report No . Title F requency Append! x 

668 ESCROW ANALYSIS Annual 19-13 

PRELIMINARY RUN 

Purpose: Allows field offices to audit the analysis for 

errors and to make corrections prior to the 
final run of the escrow analysis. 

Report No . Title Frequency Append! x 

669 ESCROW ANALYSIS Annual 19-14 

EXCEPTION RUN 

Purpose: Provides a list of exception items from the 

Preliminary Escrow Analysis run to be examined 
and corrected prior to the final run of the 
Escrow Analysis Statements. 

-3. DELINQUENCY CALCULATIONS . The System uses two methods to 

calculate deli nqu enci es ”f or the foil owing reports: 

No. 452, Monthly Inventory and Delinquency Report 
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No« 507, Delinquent Report 

One method applies to Report No. 452; the other method 
applies to Report 507. The method for Report No. 452 is set 
forth in Appendix 28. The method for the 507 report is set 
forth in Appendix 29. Please note that for Report No. 452 
the System uses dates, but for the other reports the System 
uses payment information; however, the results of the two 
methods are the same. 

5-4. GENERALIZED REPORTS . The System provides the capability to 
design special reports. Because the number of reports 
generated each day is limited, Headquarters will control 
requests for Generalized Reporting. Contact the Service 
Center regarding request for reports. The request must 
specify the need for and type of information necessary. 
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APPENDICES 

1~30 




7 WATER AND OR SEWER 1 7 ESCROW ADJUSTMENT ~ SUBTRACTION 27 MONTHLY INTEREST 

8 FIRE INSURANCE 1 8 INTEREST ADJUSTMENT — SUBTRACTION 28 ESCROW DISBURSEMENT REVERSAL - - 

9 DISABILITY INSURANCE 1 9 PRINCIPAL ADJUSTMENT — SUBTRACTION 29 REGULAR PAYMENT REVERSAL 

^ 0 LIFE INSURANCE 20 PRINHPAL DISBURSEMENT 30 REGULAR PAYMENT WAIVE LATE CHARGE REVERSAL 

31 PAYOFF TRANSACTION 







Condition Codes 


Codes denoting certain characteristics of the account: 


11 

F/M cocplete 


12 

Disburs^nents scheduled 


13 

Corrrri tjnent established 


15 

1st ccmritJDent disbursed 


16 

All ocmitments disbursed 


17 

Presented on board of director's report 
(A report which expresses HUD*s cash 
position 


18 

Iteed Tax ID 


21 

Accept no payments 


27 

Escrow adjustment pending 


28 

Escrow installment change pending 


33 

Delinquent follow-up in progress 


34 

Taxes are delinquent 


35 

Non-escrow Loan (no escrow processing, no 

analysis 

36 

Do rot ipply late charges 

37 

Loan classified as **slow** (3 mos. delinq. under 

mortgage) 

38 

Send no Mail 

42 

Escrow r/M required 


43 

Ix)an Payn^ent Coupons Required 


48 

Escrow* hold 


52 

Use prepayment penalty oercent 


53 

Monthly billed loan 


55 

Late charge amount due and owing 


57 

Escrow taxes only 


62 

Loans oondemned 


68 

Payoff pending 


71 

310 Transaction ai^lies to this account 


72 

Receivables of same type satisfied first 


73 

All overage amounts apply to principal 


78 

Satisfy advances first 


81 

310 Transaction bo only accept total amount due 
(must be exact amount due) 


82 

NSF ^'Certified Funds Only^ 


83 

Forbearance agreement in effect 



Status Codes 

Codes denoting certain characteristics of the account: 

11 Open oomitment 

12 Oorrmit3T«nt canceled 
27 Fm 235 Xoan 

31 Loan assuned 

41 Loan posted for foreclosure 

42 In judginent and subject to redenption (Redeirpticn 
begins after foreclosure sale - title policy 

not Issued until redenption period expired) 

43 Title owned by HUD (deed-in*»lieu, foreclosure) 

44 Partial assessment 

45 Inspection on delinquency 

46 Bankruptcy 

56 loan paid off 
58 Returned check pending 

65 N/A Maintenanoe /ipplied (Narre /address Maintenance Afpli^J 
67 loan is FHA 245 

74 Second lien on this loan 
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UENERAI- LEDGER (GL; CODES 


SeccLon of the Acc 

Ass(grn«Tc Ptl MF "spinoff 


C02 

008 U!h 01 

10) ^1.... 02 

20) U2 03 

202 .....43 

2C3 44. ... .04^. 

207 20 

;) ^ 45 05 

214 21 

215 22 

216 46 06 23 

220 47 07 % 

221 (A 0« 24 

222 .40 00 

223 50 ?fl 

233 20 

234 51 30 

235 S'* 26 

237 53 27 

244 Rft 

250 54 10 

255 76 31 

256 81 35 

261 55 33 

265 56 11 

266 79 90 

270 57 12 

271 58 94 

281 93 

28) 59 

284 60 32 

285 61 

286 .K..02 05 

296 83 36 

301 62 

303 63 \3 

316 64 14 

321 65 IS 

322 66 

323 67 

334 fl6 

335 6R 16 

337 

355 ''O 

356 37 

365 70 


Sisrtton of f:he Act 

AssigTTDenc MF "spinoff 


366 38 

503. 71 34 

521 .....72 

552 07 

555 78 98 

556 80 

561 87 

566 00 

570 73 91 

584 77 96 

586 W 

506 RS 

604 17 

608 75 

809 74 Ift 

903 75 19 


If the section of the act is 
not shown above, use 99. 


*Also used for bulk sale 


U«t UM»<i 


HUO 7to (ioa4i 




FIELD OFFICE IDENTIFIERS 


APPTOTX 4 
P^age 1 

Originating Office/ 

Servicing Oitio&/ 

Zone 

REGION I 


Boston AO*., 003 

Hartford 002 

Manchester 004 

Providence SO 005 

Bangor VES 076 

Burlington VES* 077 

REGION II 


Buffalo 008 

Caribbean AO 011 

Newark AO 006 

New York AO 010 

Albany SO 009 

Camden SO... 007 

REGION III 


Baltimore AO 012 

Philadelphia AD 013 

Pittsburgh AD 014 

Richmond AD... •.••.•••«.«••••* 016 

Washington, DCAD 075 

Charleston SO. 015 

Wilmington VB5 078 


REGION IV 


Atlanta AO 021 

Birmingham AO 017 

ColuiTbiB AO 025 

Greensboro AO 024 

Jackson AO . 023 

Jacksonville PD 018 

Kno>cville AO 026 

Louisville PD 022 

Coral Gables SO • ' 019 

Memphis SO 026 

Nashville SO 027 

OrlaMo SO 079 

Tanpa SO 020 


REGION V 


Chicago AO 029 

Columbus AO 035 

Detroit PC, 031 

Indianapolis AO 030 

Milwaukee AO 038 

Mirvteapolis/. 034 

St. Paul AO 

Cincinnati 90 036 

Cleveland SO 037 

Flint SO 032 

Grand Rapids SO 033 

Springfield V£S 080 



APPENDIX 4 
Page 2 




Dallas AD 044 

LittJle AO. - 039 

Kew Orleans AO. 040 

Oklatoa Ciby AO 042 

San Antonio AO. 4. 049 

Albl^q\ier(^^!<3 SO 045 

rort SO 046 

HouMtrjA SI). «... 047 

Luibbf:«k go. • . 048 

Shreveport SO 041 

SO. 043 

wi ___ ___ 

Kansas City AO 050 

Onaha AO 052 

St. Uxiis AO 051 

Des Koines SO 053 

ms ; 

PEGioN vra 


Denver PD/AO « • • • 054 

Helena SO 055 

Seat Lake City SO 058 

Casper VB3 • • • » 059 

Fargo VES • • « • 056 

Sioux Falls VES 057 

HEX5I0N PC 

Hbnolulu AO « 069 

Los Angeles AO 060 

San Francisco AO « 065 

Fresno SO 066 

Las Vegas SO 068 

Phoenix SO 061 

Reno 80 082 

Sacramento 067 

San Diego SO 063 

Santa Ana 90 064 

Tucson SO 062 


RSGICN X 


Anchorage AD. * 070 

Portland AO 071 

Seattle AO. 073 

Boise SO 072 

Spokane SO • • « • 074 
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nyz Or XAX or ASSESg-CT TABLE 


CODE TYPE OF XAX 

10 • State Tax 

11 « Ccjuncy Tax 

12 - Cicy/Towrt Tax 

13 « School Tax 

14 « Levy Tax 

15 - Ocher Tax (Conbination Tax— e.g. , County/City; City/Scbool, 

16 “ Village Tax etc.) 

17 “ General Tax 

18 * Borough Tax 

19 « Township Tax 

71 • Water Charges 

72 ■ Sewer Charges 

73 “ Water/Sewex Charges 

74 " Metered Water 

75 • Metered Sewer 

76 ^ Metered Water/Sewar 

77 • Ground Rent 

78 “ Fire Service 

80 “ Special Assessment 

90 - Other (cushion) 

Tax type codes previously proveded were for conversion only. 

All new ycouncs established in the system must utilize the 
above r e f er enced code s . ' 
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COMMAND INDEX 


Amounts Screen 

Conversation Termination 

Customer Information 
Inquiry 

Date Screen 

Escrow Requirement Trailer 

History Screen 

Loan Monitoring 
Screen 

Loan Screen #1 
Loan Screen #2 
Loan Screen #3 

Mortgage Loan set-up 

Name and Address 
Sc reen 

Payee Master Record 

Payee Set-Up 
Payoff Screen 
Bring Current 
Bill 


// IQ , AMTS , account number 

//CONV , account number 

//IQ, CIFQ, (First initial or first 
name and last name) 

// IQ ,D ATE , accou nt number 

// IQ ,,ESCR , account number 
//FM jESCR , account number 

// IQ ,HSTY , account number 

// IQ ,M0NT ,acount number 
//FM , MONT , account number 

// IQ ,LNS1 , account number 
//FM .,LNS1 , account number 

// IQ ,LNS2 , account number 
//FM ,LNS2 , account number 

// IQ ,LNS3 , account number 
//FM ,LNS3 , account number 

//LOAN 

// IQ , NAME , account number 
//FM , NAME , account number 

// IQ , PAYE , payee number 
//FM , PAYE , payee number 

//LNPA 

// IQ , POFQ , account number, date 
// IQ ,CURR , account number 
// IQ , B I LL , account number 



APPKNDIX f> 
Payfi P 


Receivable Screen 

Stop Inquiry of File 
Maintenance with Screen 

Training Mode Start 

Training Mode Stop 

235 Tra i 1 ers 

Close Tel 1 er 
New Teller Record 
Open Teller 
Teller Record 
Tellers Open 


//IQ, RECV, account number 
//STOP 

//TRNG, START 
//TRNG,ST0P 

// IQ ,C235 , account number 
//FM,C235, account number 

TELLER COMMANDS 

027A, teller number 
//TELR 

028A, teller number 
// IQ, TELR , tell er number 
//IQ,ACTV 
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RESERVED 




AITIM'IX H 



elds 
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TELLER RECORD OPEN SCREEN 

028A, 003000116 STATION 0111 TELLER A-...,R-... 

PSWD 

T E69-TELLER RECORD IS OPEN 


When the screen displays the message "TELLER RECORD IS OPEN" as it 
appears above, one of the following situation exists, 

1. The teller is already open on the terminal that displays 
the message. You may proceed to enter financial 
transactions. 

2 . The teller is already open on another terminal. You may 
use the terminal where the teller is open, or you may 
close the teller on the terminal and open it on the one 
where you are working, 

3. The teller was left open overnight and a remote close is 

requi red . ^ 

NOTE: A teller may be closed only on the terminal where it was 

opened. A remote close may be performed on any terminal in 
the system. 
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TELLER RECORD CLOSED SCREEN 


028A. 003000117 STATION 0051 TELLER 

PSWD 

T EOV-TELLER RECORD CLOSED 


If you try to open your teller and the message "TELLER 
RECORD CLOSED" as it appears above is displayed on the 
screen, this means that the teller has been deactivated. 
You must ca^l the Secretary~Held and Counseling Services 
Branch to have the teller activated. 



Single Family Notes 
Data Form 

SInflIo Family Mortgage Notes System 


Mc, r, Ali'- lulls 10, \\UH' 

U.S. DspnrfniKtnt of Mniislng 

/•nrj Ufhei' Povnlopnitint 

Office Oi Hnii'jing 

Federal Hrn/sing Com m i as i oner 




Check Type of Account 
" PMM 

1 Assignment (ASG) 


Check Data Type 

□ New Account Setup 

□ File Maintenance 


loan Screen One 


Moftoacor'i U»t Nam* FIrat Fotlowed by aa Much of Firsl Nam* as Possible Within 15 Spaces 


I I I I I l_J.l 


SHORT NAME I 


For ASO, Unpaid Principal Balance or for PMM, Original 
Mortgage Amount 


I I 


tlnteresl Bale 


INTEREST 


4Sth Day Attar Acceptance of ASG, or 
Delft PMM Loan Closed 

I Month I Day 

EST OLSE III 





I I • I I I 


For ASG, Date or Estimated Date ASQ Recorded, 
for PMM, Date Loan Ciosed 

i Month I Day | 

III 



Ne mo Screen 

Mnlf 

Cortft I 


LN TYPE • Circle One 

10 • For Asgmt 

11 - For PMM 


System Generates 11 for Primary Name and Address 
Change to 12 to Use Alternate Address 


Change to 21 to Use Alternate Name 
Change to 22 to Use Both Alternate Name 


and Address 


Primary Name and Address of Mortgaged Propony 
Name 




Page 1 of 4 pages 












Loan Screen Tv^o 


Appendix 10, yx'oe 2 




SERfl 




PRIN 

PAY MODE 

2 

INTER 
PAY MODE 

2 

Monlhly PrlncIpaWiniiiruM Ami (For OPM P4I it uniiaid 

Prin Dal k Inl PnIb Dlvldac) by 17 + (to 

p;iAMT I I J _ 1 i 1 1 L LJ L 

Late Charge Percdnlage I 

wno 1 1 1 • 1 ^ 1 

Service Charge 
Hate Coda 

SERVICE 1 

CHRG OPT 1 

1 1 1 

lam Charge Optio'' Code | Merit i ty tj/ Esc tow Amounl 

! , ESCR CONSTANTS/ I 

L/C OPT 1 1 1 1 ESCROW-1 

1 1 1 1 1 i-i 

u 


FHA Caw Number 

FHATVA CASE 1 1 1 ( 1 1 1 1 1 1 


Olflca Code 

HUDNUM 1 0 1 0 ! 1 



Loan Screen Three 


Enter Mongaocr's Socral &9Curily No 



\' 


MaHe No Entry in This Box or Loan Screen Field 

Instead, proceed lo Financial Transactions 

1 1 

1 IH 1 M 

235 LN 



Financial Transactions 


308A ' Principal Balance For 

PMM, Original Mongage Amount 





MM I 

DO 

AMNT 1 1 1 

1 1 1 1 1 • 1 1 

INT 1 

_L I 

I 


For ASQ, Date of ASG Acceptance Latter. 
For PMM, Date Of Mortgage Closing 


YY 


333A * •'Pf Unpaid Principal Balance, For PMM, 
Original Mortgage Amount 


General Lodger Account Number 


AMNT 




■ 

>L -..111 


INT1 108999999 

■ ' ^ • — / . - . L., 


Sequence Number 

INT 2 I 0 I 0 I 0 


257J • Pflncjijjal Paid To-Date For ASQ, Dale Next Payment Due Under Mortgage, lor 
PMM, Due Date of tat Payment Under Mortgage, 

■ . MM I DD I YY 

‘“NT I I I I I I 


Interest Paid To-Dale For ASQ, First Day of Month Prior To The Principal Pald-To Data 
For PMM, First Day of Month Prior To First Payment Duo Date 

I MM I 00 I YY 

I I I II I 


For ASG Only: Remove 
Condition Code 21 From Loan 
Screen One. 




304A Interesl and Escrow Paid At Closing 

(PMMs 
Only) 


AWNT 


l.-J.J LJ L_. 


Interesl Paid At Closing 



Tax Escrow Paid At Closing 



INTI 1 

L. 

LJ-J^Ll-v 

INT 2 1 ) 


1 1 • 1 1 


C235 Screen 


FHA Cass Number 

CASE # 1 1 1 1 

1 1 

1 

Loll 

M 

Status • Circle One 

1 • Active Trailer 

8’ Inactive Trailer 


Last Canlflcatlon Data 

DT LST CERTIF 

Monlh 

1. 1 

Day 

M 


Year 

1 _ 

Next Cartificallon Date 

DT NXT CERTIF 

Month 

1 1 

Day 

1 


1 


— 

m 


B 

ni 

Formula 2 Factor 

FORMULA 2 FCTR 

1 • 1 

1 1 



L_ 


'■coma 

D INC 

III! 

1 1 1 


■1 1 

Formula l Payment 

FORMULA 1 PAY 

1 1 

_ 1 1 

1 


1 

Payment 

A 2 PAY 

1 1 1 1 1 1 1 1 ■ 1 1 

Modgagor’a Payment 

MORTGAGOR PAY 

Li-L.] 

11 1 1 I-I 1 


ranee Screen 


tatus • Circle One 

'e 

tlvated 

For New Agreement, Enter Same Date As Start Data 

Always Enter FirsI Day of Month 




PAID 

TO DATE 

Month 1 

_1J J. 

Day 

I Year 

>1 L_ 

START 

DATE 


Month 

Day 

1 

J 

Year 

le Under Agreement or 0i for Suspended Paymsnls 








IT AMOUNT 1 1 

Mil 

_ i ._J •_ 1 

1 


■■ 

■ 

■H 

fl 


B 

1 Monlh Data is Enleisd Into the System 



See Users Guide 







:D TO DATE 

Month 

_1_L_ 

Day j , 

1 M 

Year 

_L 

TOTAL AMOUNT DUE 


L M 1 

_u 

’ 1 
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1 Immedlaioly nerorcl thn Ai rounl Numl.tir 


1 

Loan Monitoring Screen 




1 0 1 7 

1. .. 

1 ._L . J 

1 1 1 

Slat • Circle One 

A Active 

HUO Piflld 

0<l>ce Codo 

User Ooliniid, Eiiarnplo 

ro» Forbear. into 

Forbearance End Dale (For Su&pnndod 
Payrtnenls Also) 




D • inactive 


1 

1 


Month 

1 nay 


Year 



DEPT 

REASON 1 1 

NOTE DATE 

1 ! 

i 1 1 

J 

1 


litiaw 


Forbearance PaymenI or Any Amounl Holplul 

For Monitoring 

1 



An axplanation of Why The Loan i*) Ucing Monllorod 

LD Time 


Amount 


1 l-l 

1 1 

Remarks 




Escrow Requiremanls Trailer 


Instructions 'Data entered should reflect various types of taxes 
paid by mortgaged as stated on fornrt HL)D'2777A, Application for 
Insurance Benefits and General Assignment. 

Do not enter taxes to be paid by HUD. 

Number of Payments - Always enter 01 
Status - Always enter 3, “Bill has been paid.” 

Type - Enter tax code type. 

Due/Pd I. Date taxes were paid by mortgagee 


Term - Number of months in each payment period. Two-digit 
number with lead zero. (03 = quarterly) (06 = semi-annually) 

(12 = annually) 

Policy or Tax I.D. - taxing Jurisdiction’s property identification 
number 

Amount - Amount paid for the term 

Payee - Payee I.D number from Escrow Payee List 


Number of Payments 

0 

1 


Slalua 

Type 

OuefPd 

Month 

Day 1 } 1 Year 

Term 

Policy or Tax 1.0. 

Amount 

Payee 

3 

J 

L 




J 

L 


J 


J 

1 1 

L MIU 

u 

L 

1 _ 


L 

1 • 

L 

0 

51 

L 1 1 U 1 1 

3 

■ 

1 

1 

n 

1 

HflU 

n 

1 

Hnniiiin 

m 

lull 

0|5| 1 1 M 1 1 1 

3 

n 

HI 

in 

1 

■ 

Ml 

1 

1 

n 

■■■■ 

im 

1 

llll||l 

0151 

1 J _L 

M 

3 

n 

w 


B 

1 


1 

1 

HI 

1 

1 

1 

n 

1 

1 

1 

1 

1 

mim 

0 

i5|J 1 1 II 1 1 

\ ^ 

■ 

1 

1 

■ 

1 

1 

■ 

m 



m 

1 

1 

1 

1 

■ 

1 

1 

■ 


■ 

0|5U 1 1 M 

IJ 

3 

■ 

1 

n 

1 

1 

im 

■ 

n 

1 

n 

Hnniiini 

■n 

im 

1 

0 

5_u 1 _ m J J 

3 

II 

m 

m 

1 

1 

Mf 

n 

1 

1 

1 

W 

im 

n 

n 

m 

1 

015 IJ l.iMJJ 

3 

1 

1 

1 

1 

1 

n 

1 

1 

1 

1 

1 

HI 

1 


1 

1 

1 

1 

1 

1 

1 

1 

1 

n 

im 

omj 

Mill 

LU 


Escrow Payee Record 


Instructions Complete a Record only for a tax authority not "Rome, City of,” “Green, County of," etc. 

previously entered Into the system. Consult the 460 Report. Retn Code - Always enter 1 (permanent; do not purge) 

Short Name - Payee’s name (1-15 characters); enter as Lines 1 thru 5 - Use name and address provided by the payee 


Short Name 

1 1 1 

J 1 1 1 J_ 1 1 

1 1 

Retn Code 

1 


Line 1 

J 

II 1 

u 


1 1 1 

u 



I 


I 

u 


I 

U 

I 

u 


L 

u 

u 

L 

L 


L 

1 

IJ 

u 

I.JJ 

U 

u 

U 

Line 2 

J 




L 

L 1 J 

u 


u 



L 

L 



L 

M 

L 


L 

L 


U 

L 

u 

L 

L 

ML 

u 

L 

MU 

u 

u 

Line 3 

MJ 1 1 

u 


1 

u 

u 


M 

u 


U 

U 

u 


U 

U 

u 

u 

U I 

IJ 

u 

LI 

U 

U 

u 

U 

U 

U 

u 

J 

u 

U 

u 

Ml 

Line 4 

J 

u 



L 

L.l__ 

u 


u 

u 

u 

u 


u 

u 

U 


u 

u 



u 

u 

JJ 

u 

Ml 


u 

U 


u 

11 11 

u 


1 

Line 5 

J 

L 



L 

L 

L 

M 


L 

U 

L 

L 


u 

L 

L 


L 

L 

u 


u 

u 

L 

U 

u 

L 

u 

u 

u 

u 

u 

u 

u 

u 

L 

L 

L 

L 

u 

SIgrtalure ol Person Who Completed This Form 

Date 

Signature o( Person Who Enlered this Account Into the System 

^ 

Dale 
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Inetructlont for Complrtion of HUD Form SB44, Data Entry 

1. This form replaces earlier editions entitled “Interim Input 
Form." Discard all unused copies of the previous editions 

2. Complete only one copy for each account. (Duplicate copies 
may cause some users to enter an account Into the System 
more than once.) Retain all completed forms. 

3. Make all entries In red for easier reading. 

4. When completing a form for file maintenance, enter only the 
account number and the Item or (terns to be filed maintained. 

5. Most entries are self-explanatory, but you may consult the 
Users Guide when in doubt about an entry. Chapter three 
contains Information that defines each field and indicates the 
data to enter, 

8. When entering data Into the System from the completed form, 
do the following. 

a. Locate the field name on the screen as It appears on the 
form in capitalized letters. 

b. Enter the data Into the fields as the data appears on the 
fon7». 

T. Account Number - Immediately record on pages 1 and 3 of 
the form the 9-digit number generated by the System and 
displayed In the upper right-hand corner of Loan Screen One 
when entering a new account. 


8.! Dates • All screen dates are alphanumeric (MMDD.YY). 
Sample: JAN01. 84 

All financial transaction dales are numeric (MMDDYY) 

Sample. jZfl3l84 

9. Predetermined Eniriee - Some entries remain conslatU on iill 
accounts. For example, the enfty In the REASON Hold Is elwayF 
90 and is printed on the form 

10. Servicer CD • Enter the user's Initials or a two-character 
numeric code established by your field office. 

11. Name Screen • Mortgagor name must be formatted m 
accordance with Instructions In the Users Guide. 

12. FHA Case Number on Loan Screen Two and C235 Screen • 
Format FHA case numbers In accordance with instructions In 
the Users Guide. 

13. Mortgagor Pay Field on the C235 Screen - See the Users 
Guide. 

*14. Escrow Payee Record Screen ■ If you are uncertain about 
whether a payee is already in the system, consult your copy ol 
report number 480, Complete Escrow Payee List, If you are stil 
uncertain after consulting the report, call the Service Center. 


Pago 4 of 4 Pa( 

*■ Instructions for accessing and file maintaining the Payee Screen have been 
provided the Escrow Analysis Coordinator in each office. 
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CASE NT). 


RSCRCW ANALYSIS \0«SHECT 


TAX ESGRCW RirfnRBMENIS 1/ AS OF 

yearAype tax accrual TCRinO 

/ to 


[nufflber of raonthfl' (last tax paid 
lapsed since first divided by term) 
iBonth of accrual 
period) 

L to 


(nuriher of Booths (last tax paid 

lapsed since first divided by tarn) 
month of accrual 
period) 


/ 


to 


(rnirf>Br of inontlis (last tax paid 

lapsed since first divided by tera) 
month of accrual 
period) 

} ___ to _______ 


iranber of months (last tax paid 

lapsed since first divided by term) 
month of accrual 
period) 

Total amount that should be In escrow 
Present escrow balance (from /FITS screen) 


AMCIWr 'IHAT SHOULD BE 

/mWT OF LAST TAX PAID IN TAX ESCRCW 

$ 

$ 


$ 


$ 


$ 


$ 


$ 


$ 


( 2 >+ $. 


(D- $ 


Disbursements not ptrooessed 2^/ (3)- $ 

Credits due 2/ (AH $ 

TbUls of (2), (3)^ (A) (5) $. 


Shortage 


CURRim HONtHLY ESCRTU RBqOIREMENr 

(Arid nnnthl^ 

Adjust the monthly escrow rmqulrenent on Loan S< 


PDOINCrTES: 

\l Include any outstanding tames for prior years for 
" which will he paid. 


2/ Deduct any disbursements that have not processed i 
arror on mortgagor's account for tdildi s credit 1 



page 2 


3/ If (5) la A minus Item (-), ®dd (1) and (S) together to calculate escrw ehortage. If (S) 
la a plus Item (+) » BiiStract the Bwaller mtamt from the larger atncfunt and isse the sign oi 
the larger axocxint to indicate shortage C**) or excess (4*). 

Notify the Service Center of any excess \hldi should he applied to delinquency. Notify 
the mortgagor of any shortage that will result In an advrance. Instruct the mortgagor 
to remit the shortage directly to the Field Offhsa, Deposit the remittance locally 
and notify OFA on a Schedule of Collections that remittance should be applied to 
escrow. 

If the mortgages: is unable to i«tdt the entire shortage amount, notify the Service 
Center of tie shcartage. All notifications to the Servicae Center must be in variting. 
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in 


•1, 

J ^ 

58 


^ 4i 

y c 


H 




4 

TJ W ^ • 



Escrow 
Seq. # 

t 

i 

m 

6 


Contra 
Type code 

Contra 
Type code 

X 

X 

X 

X 

X 

X! 

X 

X 







0 

3 ) 







§ 

S 

<«*• 

6 

mt 

6 

6 

6 

1 

6 

loan 

Field 

loan 

Field 

X 

X 

X 

X 

X 

X 

X 

X 

I 

Oat 

1 

1 

1 

1 

S 

3 

o 

3 

i 

a 

3 

3 

a 

3 

a 

<n. 

CO 

CO 

(0 

CO 

CO 

CO 

203 

loan 

303 

303 

313 

343 

251 

252 
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006 


007 


204 


Financial Transactions Codes and Their Uses 


Loan Transaction Correction 

The Loan Transaction Correction transaction reverses a 
transaction posted in error. It is used for all 
reversals other than returned check processing. 

Returned Check Processing 

The Loan Returned Check Processing transaction is used 
when a check is returned due to insufficient funds. 

The original transaction is reversed and a service fee 
may be charged. 

Receipt of Miscellaneous Loan Funds 

The Loan Receipt of Other Miscellaneous Funds 
transaction credits funds received to a designated loan 
field. This transaction is used whenever funds are 
received for a specific purpose or when a 310 payment 
transaction cannot be used. For example, if a 
mortgagor asks, specifically, to apply a remittance to 
liquidate a shortage in escrow, a 204 transaction would 
be used. 

The loan fields that can be credited are: 

Loan Field Codes 


01 

Principal 


02 

Escrow 


06 

Memo Funds - 

1 Pending Payoff 

07 

YTD Interest 


08 

YTD Taxes 


12 

Returned Check Fees 

13 

Late Charge 


14 

HUD 


16 

Memo Funds - 

2 

17 

Memo Funds - 

3 

18 

Memo Funds - 

4 

19 

Memo Funds ~ 

5 

20 

Memo Funds - 

6 

21 

Memo Funds - 

7 

22 

Memo Funds -- 

8 

23 

Memo Funds - 

9 

24 

Memo Funds ~ 

10 

27 

Tax Advance 


28 

Insurance Advance 

29 

Other Advance 

30 

Interest on 

Tax Advance 

31 

Interest on 

Insurance Advance 

32 

Interest on 

Other Advance 

33 

Service Charge 



243 


Disburse Scheduled Escrow Funds 


Page 2 


The Disburse Scheduled Escrow Funds transaction 
disburses any type of scheduled escrow funds such as 
taxes, insurance premiums, etc, HUD currently uses it 
only for taxes. 


251 Adjustment to Decrease Loan Field 

and 

252 Adjustment to Increase Loan Field 

The Adjustment to Loan Field transactions allow a 
non-cash adjustment to a field in the loan master. The 
adjustment is between a loan field and an offsetting 
general ledger account. 

When the transaction is entered, a Loan Transaction 
Code designating the loan field to be adjusted and a 
Contra Code designating the general ledger account to 
be adjusted must be entered. The field codes used are 
the same as those given for the 204 transaction. 

The Contra Codes ares 

01 Loans Clearing 

02 Returned Checks 

03 Accounts Payable 

DECREASE Transaction #251 will decrease the balance 

of the loan field. If this results in a credit to the 
loan field, the general ledger account indicated by the 
Contra Type Code will be debited by the same amount, or 
vice versa. 

INCREASE — - Transaction #252 increases the loan field 
balance. If this results in a debit to the loan field, 
the general ledger account indicated by the Contra Type 
Code will be credited by the same amount, or vice 
versa. 



*257 


280 


*304 


*308 


310 


*333 
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Change Principal and Interest Paid-to Dates 

The Change Principal and Interest Paid~to Dates 
transaction changes the Principal paid-to date and/or 
the Interest paid-to date to the date(s) desired* It 
is used to set the initial principal and interest 
paid-to dates at loan set up. 

Loan Payoff 

The Loan Payoff transaction is used to pay off a loan 
when the amount of the payment equals the payoff amount 
on the Payoff Quotation Screen. If any adjustments to 
the account are needed, the transaction cannot be used. 

Loan Settlement (PMM ONLY) 

The Loan Settlement transaction posts the fees and 
charges collected at the time the loan is closed. 

These funds include the partial interest and escrow 
payment needed to bring the payment up to the first 
Interest Paid~to Date or to bring the loan to the 
status where installments can be paid to the loan. It 
is used only for purchase money mortgages. 

NOTE; Before this transaction may be executed, the 
account must be fully disbursed and the paid-to dates 
must be set with Transaction #257, Change Principal and 
Interest Paid-to Dates. 


Record Loan Commitment to be Disbursed 

This transaction creates a loan commitment. For 
assigned loans, the commitment is established in the 
amount of the unpaid principal balance. For PMM's it 
is the amount of the PMM. 

Automatic Loan Payment 

The Automatic Loan Payment posts loan payment 
transactions when the payment amount is less than the 
sum of the total receivables and the principal balance. 
The payment amount is automatically spread and credited 
to Principal, Interest, Escrow and Late Charge Due 
according to the order specified in each loan's master 
record on Loan Screen Two. 

HUD*s application of payments procedure is discussed in 
Chapter 4, paragraph 25 , 

Loan Journal Entry Disbursement 

The Journal Entry Disbursement Transaction disburses 
committed funds which have been scheduled for 
disbursement without writing a check out of a bank 
account. It is used by HUD to disburse the loan at 
initial loan set up. 
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343 Disburse Excess Escrow Funds 

The Disburse Excess Escrow Funds transaction is used to 
disburse excess escrow funds from a loan account. 

350 Adjustment Between Loan Fields 

The Adjustment Between Loan Fields transaction allows a 
non-cash adjustment of funds between two loan fields in 
the same loan master. A Loan Field Code is entered to 
designate the loan field being debited and the loan 
field being credited. 


*Loan set up transaction performed by the Field Office. All 
other transactions are reserved for OFA use. 



FINANCIAL TRANSACTIONS SET-UP FORMATS 


FINANCIAL TRANSACTION NO. 308 APPENDIX 14-1 


308A, 070000 STATION 0080 TELLER A-007;B... 

AMNT OBAL 

INTI INT5 

INT2 INT6 

INT3 

INT4 DESC 


T 0039 REQUIRED FIELD MISSING 
WELCOME TO CAMPHILL VTAM 


308A, 070000 


STATION 0080 TELLER A-007,B. . . 


\MNT 2530000 OBAL 

CNTl 112082 INT5 

[NT2 INT6 

CNT3 

[NT4 DESC 


i: 0039 REQUIRED FIELD MISSING 

: LOANEC 000 080000 

: 070000 JOHN 

[ JAN14,86 ESTABLISH COMMITMENT 25300.00+ 25300.00+ 


/ELCOME TO CAMPHILL VTAM 



APPKNIDTX 

I'fNANCIAJ, TRANSACTION NO. 333 


333A, 070000 StaLion 0080 TKLRER A-007,R.. 

AJ1NT OBAL 

INTI INT5 

INT2 INT6 

INT3 

INT4 DESO 


T 0039 REQUIRED FIELD MISSING 
WELCOME TO CAMPHILL VTAM 


333A,070O00 STATION 0080 TELLER A-007,B. . . 

AMNT 2530000 OBAL 

INTI 108909999 INT5 

INT2 000 INT6 

INT3 

INT4 DESC 


REQUIRED FIELD MISSING 

LOANDC 


G/L ACCT NO, 101010004 



FINANCIAL TRANSACTION NO, 257 


APPFNDIX 14-3 


257.1,070000 STATION 0080 TELLKR A-077 , B... 

AI-WT OIJAL 

INTI INT5 

INT2 INT6 

INT3 

INT4 DESC 


T 0039 REQUIRED FIELD MISSING 
WELCOME TO CAMPIIILL VTAM 


2571,070000 STATION 0080 TELLER A-007 , B ,, , 

AMNT 120181 OBAL 

INTI 110181 INT5 

INT2 INT6 

INT3 

INT4 DESC 


T 0030 REQUIRED FIELD MISSING 
I 070000 

I JAN14,86 PAID-TO DATES 

I PRINCIPAL DEC01,84 

1 INTEREST NOV01,84 


WELCOME TO CAMPHILL VTAM 



FINANCIAL TRANSACTION NO. 304 


APPENDIX ' 14-4 


304A, 070000 STATION 0080 TELLER A-007,B,.. 

AMNT OBAL 

INTI INT5 

INT2 INT6 

INT3 

INT4 DESC 


T 0039 REQUIRED FIELD MISSING 
WELCOME TO CAMPHILL VTAM 


304A, 070000 


AMNT 

458.45 

OBAL 

INTI 

223.45 

INT5 

INT2 

235.00 

INT6 

INT3 



INT4 


DESC 


STATION 0080 TELLER A-007,B.., 


)039 REQUIRED FIELD MISSING 
'IE TO CAMPHILL VTAM 
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Sample Loan Monitoring Trailer Created at Conversion 

Loan monitoring trailers can be used for two purposes: to 
alert HUD staff to actions required on accounts or to store 
Information which cannot be recorded in any other way. During 
conversion, both types of trailers were created. 

The trailers which already exist are forbearance trailers to 
alert the field to expiration of forbearance agreements and 
trailers to note the actual principal paid to date at conversion. 
These trailers were assigned Reason codes 01 and 02. As 
implementation occurs, the 01 trailers will be replaced by 
trailers coded FB for forbearance. 

All the trailers created in conversion used the field office 
projective codes for DEPT codes. These codes are being replaced 
with the office codes in Appendix 4. Field offices can correct 
the existing trailers by file maintenance of the monitoring 
screens . 


Below is a sample of the Monitoring trailers created at 
conversion. 


uiAN waitraoRiws scBSsm inm] 


AOCT 060000DOO 


•00 cu> pm) TO 


.00 rais MCNITCRS rOfSBRRMO I 




• •••••••••• 






........I 




II //IQ, waw, 060000000 u 

21 

"Jl 

41 S8Q STM UeSPT KBASOM WOTB DKTB U> 
Tl 001 A 43 02 08031,99 

61 

Tl 002 A 43 01 JAI01,84 

81 

T| ... » •• «• .••••»•• 

Iffl 

III «• 

ni 

13| ... . .. •• ........ 

m 

151 ... . .. •• ........ 

I?l 

l7l ........ 

I8| 

ly j ... . .. •• ........ 

201 

21 1 ... . ». •• 

221 

^^1 ... . .. •• ........ 

3?| 



MESSAGE: 

EXPLANATION; 

SOLUTION; 

MESSAGE; 

EXPLANATION; 

SOLUTION; 


MESSAGE: 

EXPLANATION; 

SOLUTION; 

MESSAGE: 

EXPLANATION; 

SOLUTION: 

MESSAGE; 

EXPLANATION: 

SOLUTION; 
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CRT ERROR MESSAGES CESCRIPTION LISTING 

AOCEPT NO EXCESS FIAG ON 

The account is set-up not to accept excess 
amounts. 

Information Only, 


ACCEPT NO PAiWENTS FLAG ON 


A payment was entered for an account with Condition 
Code 21, AOCEPT NO PAYMENTS, set. 

1. Determine the reason for the hold (e.g. 
PAIDOFF, new account without due date) 

2. If payment is to be posted, remove the 21 
Condition Flag file maintaining Loan 
Screen One (//m,LNSl, — ) 


ACCOUNT IN now STATUS 


The acxxxint is in a Hold Status. 

The hold must be removed to oorplete the 
transaction. 

all RBQ data not EICTERED 

All required data has not been entered. 

Re-enter transaction with all the required 
data. 

auditor AUTOORITY OVERRICE 

A condition or hold exists on the account which 
requires an auditor override to process the 
transaction. 

Re-enter the transaction using an Auditor Key. 



C3?r Error Messages 
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MESSAGE: 

EXPLANATION; 

SOLUTICK: 

MESSAGE; 

EXPLANATION: 

SOLUTION: 

MESSAGE; 

EXPLANATION; 

SOLUTIC^: 

MESSAGE; 

EXPLANATION: 

SOLUTION; 

MESSAGE; 

EXPLANATION: 

SOLUTION: 

MESSAGE; 

EXPIANATION; 


CANNOT DELETE, lENDING TRAILER PRESE^TT 


An attenpt has been made to delete the current 
FHA 235 Trailer and a pending 235 trailer exists 
for the loan, 

- Delete both current and pending trailers 
or file maintain information into current 
trailer and delete pending trailer. 


OCM^rnMENT ALPEADY ESTABLISHED 


An establish cornnitment transaction #308 was 
entered for an account v^ich has already had a 
#308 processed. 

Enter a correct transaction. 


CXmtaMENT DISBURSED 

The total oomiitted amount of the loan has been 
disbursed during closing. 

Information Only. 


CTNFLICTTNG FLAG ON 


A code or indicator was entered which conflicts 
with another code or indicator which was entered 
or previously existed. 

Change one of the conflicting fields. 


CXKVERSATION TEPMINATED 


SystOT has taken record out of conversation 

1, Continue to next transaction 

2, Re-enter original oownana, 

DO NOT USE AUDITOR AUlHCmiTY 

Transaction does not require auditor or supervisor 
authority. 

- Do not provide auditor or supervisor authority 
on this transaction. 
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MESSAGE: 

EXPLANATION: 

SOLUTION: 


DUPLICATE KEY ON ADD OF RECORD 

The account nunfcer entered on a new account 
set-up already exists. 

Re-enter using a correct account number. 


MESSAGE: 

EXPLANATION; 

SOLUTION: 


DUPLICATE RBOORD CM FILE 

The account nimber entered for new account 
already exists on the file. 

Enter correct account number. 


MESSAGE: 

EXPLANATION; 


SOLUTION; 


■ENTER PASSWORD 

A function has been requested that requires a 
password. 

Enter correct password and continue processing. 


MESSAGE: 

EXPLANATION; 


SOLUTION; 


ESCROW ROW ON LOAN 


Condition Code 48 is present which indicates a 
hold on all escrow activity for this account (e.n. 
account is in process of payoff or assumption ) 

- Determine the reason for this hold and 
proceed accordingly. 


MESSAGE; 

EXPLANATION; 

SOLUTION; 


FIEIiP TABLE ERROR 

An internal processing error has occurred. 

- Contact Headkguarters, Office of Single 
Family Housing 


MESSAGE: 

EXPLANATION; 

SOLUTION: 


m OOMPIgnS 

Displayed after all file maintenance information 
has been acxjepted by the System, 

Information Only. 


CRT Error Messages 
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MESSAGE: 

HOLD ESCROW DISBURSEMENTS FIAG ON 

EXPLANATION; 

An escrow disbursement cannot be entered against 
an account in foreclosure. 

SOLUTION: 

Information Only. 

MESSAGE: 

INCORRECT FORMAT 

EXPLANATIC«g: 

Data entered is in wrong format. Exanple^ Date 
entered as 010177 should be JAN01,77. 

SOLUTiaa; 

Refer to data field description and enter 
field correctly. 

MESSAGE: 

INTERNAL TABLE ERROR 

EXPLANATIC^I: 

Internal processing error. 

SOLUTION; 

Oantact Headquarters, Office of Single 

Family Housing 

MESSAGE; 

INVALID ACXXXJNT NtWHER 

EXPLANATIC^: 

Ihis record is not fourid on file. 

SOLUTION: 

1. Refer to records for correct account 
number. 

2. Enter correct account number. 

MESSi^: 

INVALID ADOGUNT NUMBER OR TYPE 

:ON: 

Not the correct record type for this type of 
transaction. 

1, Enter correct oatmand. 

2, Enter correct account number, 

3, Check documentation to see if this transaction 
can be performed on this account type. 
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^SAGE: 

EXPLANATION; 

goLunew; 


INVALID AOCT STATUS 
The account status is invalid. 
Enter valid account status. 


yiESSAGE: 

EXPLANATION; 

SOLUTION: 


INVALID AMOUNT 

The highlighted amount field is invalid. 
Enter the cjotrect anount. 


MESSAGE: 

EXPLANATION; 

SOLUrriON; 


INVALID POPE 

A code entered was not acceptable. 

Refer to screen data field description for 
valid codes. 


MESSAGE: 

EXPLANATION: 


SOLUTICXvl: 


INVALID OOMMAND 

The conmand entered is not acceptable. It is 
in wrong format, uses wrong codes, or a field 
is missing. 

Refer to instructions for this transaction. 
Enter correct oanmand. 


MESSAGE: 

EXPLANATION; 

SOLUTION: 


MESSAGE: 

EXPLANATION: 

SOLUTION: 


INVALID DATE 

Date is in wrong format for this entry or a CRT 
cemnand was entered using the wrong length. (A 
digit was left out of the account number) 

1. ite-enter date in correct format. 

2. Enter the ooenmand with a correct length. 

invalid DCB NUMBER 

An internal processing error has occurred, 

- Contact Headquarters, Office of Single Fanily 
Housing 
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MESSAGE: 

EXPLANATION: 

SOUTTION: 

MESSAGE: 

EXPLANATION; 

SOLUTION; 

MESSAGE; 

EXPLANATION; 

SOLUTION: 

MESSAGE; 

EXPLANATION; 

SOLUTION: 

MESSAGE: 

EXPIANATION; 

SOLUTION: 

MESSAGE; 

EXPLANATION: 

SOLUTION: 


INVALID ERROR MSG NUMBER 


An invalid error message was received by the 
error message supervisor. 

Report to Headquarters, Office of Single 
Family Housing 

INVALID ESCROW TYIE 

Type code entered during escrow trailer set-up 
incorrect. 

Refer to escrow type oodes for correct 
code. 


INVALID GENERAL LEDGER AOXXJNT NU!^ER 

The general ledger account number is invalid. 

Enter the correct general ledger account 
number. 

INVALID PAID-TO-DAOE 


The paid-to-date is invalid. 

- Enter the correct paid- to-date. 

INVALID PASSWORD 

Incorrect password was entered. 

Contact su^rvisor for correct password 
and enter it. Do not try to re-enter the 
same one. 

INVALID PAY FPEQUEMCy 

The princi]^ payment ncde or interest payment 
mode contains an invalid code. 

- Correct principal or interest payment mode 
and re-enter transaction. 
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MESSAGE: 

EXPLANATION: 

3DLUTI0N: 

MESSAGE: 

EXPIANATION: 

SOLUTION: 

MESSAGE: 

EXPLANATION; 

SOLUTION; 

MESSAGE: 

EXPLANATION; 

SOLUTION: 

MESSAGE; 

EXPLANATION: 

SOLUTION: 

MESSAGE: 

EXELANATlCaN: 

SOLUTION; 


INVALID PAYEE NUMBER 

A payee number was entered that is not valid. 
Enter the correct payee number. 

INVALID RESPONSE 

The terminal is in conversation and the data 
entered was invalid. 

Enter valid data. 

INVALID TCDSRTRN ODDE 

An internal processing error has occurred. 

Contact Headquarters, Office of Single 
Family Housing 

INVALID WLER NUMBER 

The teller number entered is not correct . 

Enter correct teller number. 

INVALID TERMINAL NUMBER 

Terminal number entered is not a valid terminal 
number. 

- Refer to terminal number listing for 

correct number and re-enter the ooftmand. 

INVALID TRAHER POINTER 

An internal proceesing error has occurred. 

Contact Headquarters, Office of Single 
Family Housir^ 



CKT Error Messages 


Appendix 16 
Page 8 


MESSAGE: 

EXPLANATION; 


SOUTTION; 


MESSAGE: 

EXPLANATION: 


SOIOTION: 


INVALID TRAINING AOOOUI '^ 

Message returned when in training mode and 
transaction attenpted does not use training 
account nunber* 

Enter transaction again using training 
account number. 

NOTE: certain transactions cannot be performed 
in trainirg mode because not all types of records 
have training records. 

INVALID TRAINING OWAND 

Transaction or oorrmand is invalid in the training 
mode. 


Information Only. 


MESSAGE: 

EXPLANATION: 


SOUmON: 


INVALID TX com 

Either an incorrect transaction code was entered 
or the wrong format was used to enter this 
code. 

Enter the correct transaction code. 


MESSAGE: 
EXPLANATION: 
SOLUTION ; 

MESSAGE: 

EXPLANATION: 

SOUraON: 


INVALID XINHJT FETOBN CODE IS 

An internal processing error has occurred. 

- Contact Headquarters, Office of Single 
Family Housing 

IQ COMPIETS 

All inquiry informatics has been dii^layed. 
Information Only. 
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MESSAGE: 

EXPLANATION: 

SOLUTION; 

MESSAGE; 

EXITjANATION; 

SOLUTICX^; 

MESSAGE; 

EXPLANATION: 

SOLUTION: 

MESSAGE: 

EXPLANATION: 

SOLUTION: 


MESSAGE; 

EXPLANATION: 

SOLUTION: 


LOAN NOT PAID CURRENT 

The transaction amount is less than the airount 
due. 


Teller override required. 


MASTER FILE NOT READY **CONrACT EDS** 


The on-line master file is not open. 

Contact Headquarters, Office of Single 
Family Housing 

MASTER FII£ NOT UPDATE33 QONTACT EDS 

The on-line master file has not been updated 
since the close of the prior days business. 

Contact Headquarters, Office of Single 
Family Housing 

MISSIN3 ACTIVE 235 TRLR 


A transaction was entered v^ich required use of 
FHA 235 information and that information is rot 
present. 

Research account to determine that cedes 
identifying it as an FHA 235 loan are 
correct. Resolve the inconsistency by 
file maintaining the FHA 235 information. 


MISSING PEiroiNS 235 TRLR 

The 235 trailer record cannot be found. 

1. If the 235 traile*" 
change position * 

2. If the 235 trail" 
add the trailer. 
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MESSra;: 

EXPLANATION: 


SOLUTION: 


MORTGAGOR PLUS ASSISTANCE PW ME PYMT AMT 

Ft>r an PHA 235 Loan, Formula 1 Assistance 
Payment, Ihe Formula 2 Assistance Payment, or 
The Mortgagor’s Payment has been changed on the 
FHA 235 screen and the sum of the lesser of the 
Formula 1 and Formula 2 Assistance Payments 
plus the Mortgagor’s Payment amount does not 
equal the amount required for principal, interest, 
and escrow. 

Prior to changing the 235 information for 
the account make the necessary changes to 
the P/I Constant and/or Escrow Constants. 


MESSAGE: 

EXPLANATION: 

SOLUTION: 


NA OOMPLETE 

All required information has been entered. 

Displayed after a new account set-up has 
been oompleted. 


^ESSAGE: 

EXPLANATION: 


SOLUTION: 


NAME LINE 1 REQUIRED 

An attenpt was made to add or file maintain a 
name without entering name line one. 

- Enter name line one. 


MESSAGE: 


NEED AUDIT AUTOORm 


EXPLANATION: 


SOLUTION: 


This transaction requires auditor override to 
be performed. 

- Follow audit or stpervisor override 
procedures. 
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MESS^SE; 

EXPLANATION: 

SOLUTION; 


NEED PERCENT 

A required percent field has been omitted. 
Enter the percent field. 


MESSAGE : NEED TO SETT PAID~TO~DATES 

EXPLANATION: Paid-to Dates must be set prior to processing 

this transaction. 


sourrioN: 


Set the paid-to dates with a 257 TXN arxl 
retry the transaction. 


MESSAGE; 

EXPLANATION: 

SOLUTION: 


mV AOXW PEXyJIRES CONSBEUTIVE LINES 

A non-consecutive name or address line was 
entered at new account set-up time. 

Enter name and address line in corisecutive 
order. 


^esSAGE: 

EXPLANATION: 

SOLUTION: 

MESSAGE: 

EXPLANATION: 


SOLUTION: 


MESSAGE: 

EXPIANATION; 

SOLUTION; 


NEW ACCT NOT OOMPI^TEE 


All the required information for establishing a 
new account was not entered. 

- Enter all required fields. 

NO ALTERNATE NAME 

Alternate name field indicated by mail code but 
not entered on NAME screen. 

1. Enter alternate name on name and address 
screen. 

2. If there is no alternate name change the 
mail cx5de to not require alternate name. 

NO ESCROW RBpUIFE^COTS 

There are no escrow requirement trailers on 
this loan. 

- Information Only. 
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MESSAGE: 

EXPLANATICW; 

SOLUTION: 

MESSAGE: 

EXPLANATION: 

SOUJTION: 

MESSAGE: 

EXPLANATION: 

SOUrnON: 

MESSAGE: 

EXPLANATION: 

SOLUTION: 

MESSAGE: 

EXPLANATION: 

SOLUTION: 


NO Escrow TRAILERS 

This account has no escrow trailers at this 
time. 


1. If file maintenance, escrow trailer must 
be established. 

2. If this is an inquiry continue to next 
transaction, 

ND EM ON RESERVED AOOOUNT 


File maintenance has been requested on an 
account number that has not been set up with 
the new account information. 

- Enter correct account number or set up the 
account. 

NO INPUT TO PROCESS 


After entering set'-up or file maintenance no 
information was entered. 

1. If file maintenance, enter new data or 
type over a field re-enter. 

2. If new account set-up is in process enter 
the required fields or stop conversation. 


NO SPACE FOR NEW RBOORD - OONTACT EDS 

All the space aillotted for this file has been 
used. 


Contact Headquarters - Office of Single 
Family Housing 


NO TRANSACTIONS AFOER INPUT DATS 

A history inquiry was attempted with an as- 
of date and there are no transactions after the 
as-of date. 

- Re-enter the inquiry with an earlier 
as-of date. 
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MESSAGE: 

EXPLAmTIOJ; 

SOUTTIC^I: 

MESSAGE; 

EXPLANATION; 

SOLUTION: 

MESSAGE; 

EXPLANATION: 

SOLOTION; 

MESSAGE: 

EXPLANATION; 

SOLUTION: 

NESSAGE: 

EXPLANATION; 

SOLUTION; 

MESSASE: 

EXPLANATION; 

SOLUTION: 


NOT FHA 235 LOAN 


An FHA 235 transaction was entered on a Non~FHA 
235 Loan, 

Enter correct transaction. 

NOTHING TO PRINT 

A request to print the current screen was input 
and no screen was present. 

Display Only. 

NOTHING TO FtEFBESH 

Generated after refresh oocmiand (//REF) vd^en 
not directly preceded by data screen. 

Enter next oonmand. 

OPENING NOT YET PERFORMED 


After attenpting transaction this message will 
be returned if System opening has not yet been 
performed. 

Contact person responsible for opening the 
System and re-enter the transaction after 
the System has been opened. 

OPENING PROCESSING OOMPtEIB 


This message follows the correct entry of the 
association open transaction. 

Information Only. 

PRINCIPAL BALANCE NOT ZERO 

A Record Loan Gomnitment to be disbursed Transaction 
#306 has been attenpted on an account which has 
already been oonmltted. 

Re-enter the transaction with the correct 
account number or change records to reflect 
the oonmitinent. 


CRT Error Messages 


APFe^IX 16 
Page 14 


MESSAGE ; 

RECORD IN UPDATE PRXESSIN3. 

EXPLANATION: 

1. 

This record is being file maintained by 
another terminal. 


2. 

If this cordition persists, file maintenance 
activity on this record was terminated 
improperly. 

SOLUTION: 

1. 

Perform transaction later. 


2. 

If possible, determine which terminal left 
record in update processing and finish the 
file maintenance. If not enter; 

//OONV, account number 

Which will release the record from update 
processing. 


MESSAGE; ra)CORD NOT FOUND 

EXPLANATION: Ihis record or dcoount number is not on file. 


SOLUTION: 


Enter accxxjnt number correctly. 


MESSAGE; RBOQRD SAVED ON FILE 

EXPLANATION; This message follows the entry of the oonmand 

STOP. 


SOLUTION: 


Information Only. 


MESSAGE: RggJIRED FIELD MISSING 

EXPLANATION; Field required for account set-ip r»t entered. 

0?his field should have an intensified asterisk 
in it. 

1. look for intensified field. 

2. Refer to aet-ip instructions an3 enter 
this field. 
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message : 

EXPLANATION: 

SOLUTICM: 

MESSAGE: 

EXPLANATION: 

SOLUTION: 

MESSAGE; 

EXPLANATION; 

SOLUTION: 

MESSAGE: 

EXPLANATION; 

SOLUTION; 

MESSAGE: 

EXPLANATION; 

SOLUTION: 

MESSAGE: 

EXPLANATION: 

SOLUTION: 


TELLER ALFEADY CLDS^ED 

The close teller function has already been 
completed. 

Information Only. 

TELLER ALREADY OPEJ^/IERMINAL HAS A lELLER OPEN 

An attempt has been made to open a teller when 
a teller is already open. 

Information Only. 

TETJER CLOSED 

This message follows a successful teller closing 
procedure. 

Information Only. 

TELLER IS NOT OPEK TODAY 

This message indicates that the open teller 
procedure has not been performed. 

Perform the qpen teller procedure. 

TELLER OPEN 

This message is returned after the teller opening 
is successfully performed. 

Information Only. 

TP^JJTR OFOJ-NO FILE MAINTONANCE 

An attenpt was made to file maintain a teller 
record which is currently open on a terminal. 

Wait until the teller is closed to perform 
the file maintenance. 
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MESSAGE; TELLER OTO RB^D 

EXPLANATION; Transaction requires a teller override. 


SOLUTION; 


Provide teller override on terminal. 


hESSAGE; 

EXPLANATION: 

SOLUTION: 


THRIFT ASSN NOT SUPPORTED FOR FUNCTION 
An invalid transaction was entered. 

- Information Only. 


MESSAGE: 

EXPLANATION: 

SOLUTION: 


TRAIIER KEEEBD NOT KXJND 

An interim processing error has occurred. 

Contact Headquarters - Office of Single 
Family Housing 


MESSAGE; 


TRAILER TRANSACTION NOT IN TABLE 


EXPLANATION: An internal processing error has occurred. 

SOUJnCN; ~ Contact Hea«3quarters - Office of Single 

Family Housing 


MESSAGE: 


TRAILERS NUT EQUAL LOAN AMOUNT 


EXPLANATION: When setting up disbursement trailers for an 

account, the amojnts scheduled for disbursement 
are not equal to the total loan amount. 

SOUJTION; 1. Make sure each trailer has been entered 

correctly. 

2. Recalculate scheduled disbursements and 
re-enter them. 


TX AMUUWT iNVAim 

TON: A transaction has been entered in inAiich the 

amount field is invalid. 

I: - Re-enter the transaction with a valid 

aiount field. 
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MESSA3E: 

EXPLANATION: 

SOLUTION: 


MESSAGE; 

EXPLANATION; 


SOLUTION; 

MESSAGE; 

EXPLANATION; 

SOLUTION; 

MESSAGE: 

EXPLANATION; 

SOLUTION: 


TX ANtt^ NOT EQ SCHED DISB 

Displayed durii^ disbursement transaction. The 
amount to be disbursed is not the same as the 
amount scheduled* 

Check both fields and either re-enter the 
correct transaction amount or file maintain 
the scheduled disbursements and re-enter 
transaction, 

TX AMNT NOT EQUAL LOAN OmEIMENT 

During establish corrmitment transaction (308) 
for mortgage account, this message will 
displayed if the amount being entered does not 
equal the amount carmitted. 

— Check both fields and either re-enter the 
correct transaction amount or file maintain 
the amount cocrmitted field. 

UNABLE TO READ CALEMiAR CDNTROL REXX)RD 


Internal Processing Error. 

- Contact Headquarters - Office of Single 
Family Housing 

UPDATE INPROCESS BIT OFF 

This message is displayed after ccnroand 
//CCNV, account number. 

- Information Only. 


MESSAGE; 

EXPLANATIOth 

SOLUTION; 


ATT. REO DATA NOT ENTERED 

All required data not entered. 

Re-enter transaction with all required 
data. 
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MESSAGE: 

EXPI^WTION: 


SOLUnCN: 


AUDITOR AUTHORITY PEQUIRED 


A condition or hold exists on the acxxjunt which 
requires an auditor override to process the 
transaction » 

Re-enter the transaction using an Auditor 
Key. 


MESSAGE: 

EXPLANATION: 

SOLUTION: 

^^ESSAGE: 

EXPLANATION; 


SOLtTTION: 

MESSAGE; 

EXPLANATION: 

SOLUTION; 


MESSAGE; 

EXPLy^riON; 

90UJTI0N; 


FILS CLOSED - CALL EDS 

The Master File is not c^n. 

Contact Headquarters - Office of Single 
Family Housing 

F/M IN PROCESS THIS AOCT 

Another tenninal is performing file maintenance 
on the account. If the message continues, the 
terminal operator most probably has left the 
terminal without completing the file maintenance 
or new account conversation with the account. 

If message continues, consult supervisor. 


INVALID TRANSACTICW CX)DE 


1. An Invalid !D: ansae tion Code was entered, 
or, 

2. Incorrect Format Entered. 

1. Re-enter the transaction using the correct 
Transaction Code. 

2, Re-enter the transaction using the correct 
format. 

invalid txn pmm 

Zero Transaction Amount is not allcjwed. 

fe-enter transaction with Transaction 
Anount greater than zero. 
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MESSAGE; 

INV TXN CODE FOR THIS ACCT 

EXPLANATION^; 

1. Invalid Transaction Oode. 

2. Not a valid Inquiry for this type of account. 

3. Account number entered incorrectly (e.g. 
wrong length) . 

SOLUTION; 

1. Re-enter the transaction with correct 

Transaction Oode. 

2. Re-enter the transaction with a valid 

Inquiry for this type of account. 

3. Enter account number correctly. 

MESSAGE; 

POl-TABIE OFIOW— CALL EDS 

EXPLANATION; 

System Problem 

sourriON; 

- Call Headquarters - Office of Single Family 

Housing 

MESSAGE; 

P02-BIJXK 0 ERR— CALL EDS 

EXPLANATION; 

System Problem 

SOLUTION; 

Call Headquarters - Office of Sir^le Family 

Housing 

MESSAGE; 

RENTRy PRIOR TO LST TX ETEE 

EXPLANATION; 

A transaction cannot be processed in the Re-entry 

Mode prior to the last transaction date. 

SOLUTION: 

Do not perform this transaction if it is 
prior to the last transaction date. 
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MESSAGE: 

EXPLANATICN: 


SOUmON: 


TELLER MS mr OPEN 

Teller has attenpted to process a transaction 
on the "A” key when not opened on this key. 

1. Re-enter transaction on ”B’* key, or 

2. Cpen teller on a "A" key and re-enter 
transaction. 


MESSAGE; 


TELLER B IS NOT OPEN 


EXPLANATICN: 

SOLUTION: 


Teller has attempted to process a transaction 
on "B" key when not opened on this key. 

1. Re-enter transaction on "A” key, or 

2, Open teller on "B” key and re-enter transaction. 


MESSAGE: UNDEFINED ERROR 

EXPLANATICN; Error not defined to the System. System cannot 

process transaction. 
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HTO II ERPOR MESSAGES 

*'COm ERROR SEE CONSOLE - *" 

"HARDWARE ERROR - SEE CONSOLE - *" 

DEVICE DISABLED, DISCONNECT PENDIN3 - *" 
DEVICE UNA^AILABrE - *" 

"DTE INITIATED DISODNNEXCT - 

"USER CANCELLED REQUEST - *” 

"DTE INITIATED REQUEST - *" 

"RESET, POSSIBLE DATA LOSS 

"DTE INITIATED RESET - 

"DISCONNECT RECEIVED" 

"RESTART RECEIVED" 

"DISCONNECT RECEIVED - HOST NIMER BUSY - *" 
"DISCONNECT RECEIVED - NETWORK CONGESTION ~ *" 
"DISCONNECT RECEIVED - HOST OUT OF ORIM - *" 
"DISCONNECT RECEIVED - HOST ACCESS BARRED ~ *" 




HOW TO READ A HISTORY SCREEN 


APPENDIX 18 

I’nge I 


Mn thrift history INQUIRY 070000001 

11 SHORT NAME 

4n BEG YR PB BEG YR EB PPTD TPTn 

O TLID date TXN FL T$N REMARKS 

Li 

24 I M025-IQ COMPLETE 

The fields on the screen and their meanings are: 

LINE 1 - INQUIRY COMMAND. To access the screen, use the Account 
N umber . 

LINE 2 - MORE - This indicates that there are additional "pages of 
history. To see the next "page," press XMIT. 

LINE 3 “ SHORT NAME - Mortgagor's last name and initial, or first 
n ame . 

LINE 4 - BEG YR PB - The principal balance as of January 1 of the 
current year. 

BEG YR EB - The escrow balance as of January 1 of the 
current year. 

PPTD -• Principal paid-to date. 

IPTD - Interest paid-to date. The interest paid-to date 
will not be advanced until the principal paid-to date is 
advanced. Since interest receivables are satisfied first, 
the interest paid-to date will not be accurate in many cases, 

LINE 5 - TLID - Teller Identification. This code identifies the 
teller station on which the transaction was entered. 
Transactions reported as TLID kw 
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1 i //IQ, HSTY. 070000001 THRIFT HISTORY INQUIRY 070000001 

H! more date may 1, 84 

J1 SHORT NAME 

ri BEG YR PB BEG YR EB PPTD IPTD 

£] TLID DATE TXN FL TSN REMARKS 

§J 

24 I M025-IQ COMPLETE 

The fields on the screen and their meanings are: 

LINE 1 - INQUIRY COMMAND. To access the screen, use the Account 
N umber . 

LINE 2 - MORE - This indicates that there are additional "pages of 
history. To see the next "page," press XMIT. 

LINE 3 “ SHORT NAME ~ Mortgagor's last name and initial, or first 
name . 

LINE 4 ~ BEG YR PB - The principal balance as of January 1 of the 
current year. 

BEG YR EB - The escrow balance as of January 1 of the 
current year. 

PPTD ~ Principal paid-to date. 

IPTD ~ Interest paid-to date. The interest paid-to date 
will not be advanced until the principal paid~to date is 
advanced. Since interest receivables are satisfied first, 
the interest paid-to date will not be accurate in many cases. 

LINE 5 “ TLID - Teller Identification. This code identifies the 
teller station on which the transaction was entered. 
Transactions reported as TLID 0000 were performed by 
automatic transfer of data. Initial adjustments to apply the 
unapplied funds carried over from 1982, 235 subsidy payments, 
and lockbox payments are reported on TLID 0000. 

Transactions performed by HUD tellers show the Station number 
and the teller key. For example, 103A, 103J. Some 
transactions can generate another transaction automatically. 
In these cases the automatic transaction shows the station 
number. of the teller who performed the manual transaction 
with the letter T, for example 103T. Field Office Station 
numbers will appear to identify transactions done at set-up. 
All other Station numbers are assigned to OFA tellers. 

DATE - The date the transaction was applied to the account. 
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TXN - The number of the transaction reported. A listing of 
transactions and their codes and uses is in Appendix IJ. 

FL - Trailer Status Flag - Identifies Llie status of the 
trailer. Valid values are: 

80 = More transactions follow 
40 = multiple payment trailer 
20 = Unapplied Payment trailer 
10 = This transaction was reversed 
08 = Not used 

04 == Multiple payment follows 
02 = Unapplied payment distributed 
01 = Excess payment applied 

00 = Only transaction or last of a series of transactions 

The status flag is displayed as the sum of the flag values. 
For example, if it is a multiple payment trailer, it is 
displayed as the value 40, If it is a multiple payment 
trailer and has been reversed, it is displayed as the value 
40 plus 10 = 50. 

Status flag 80 is helpful to recognize payment transactions 
which were applied to more than one receivable. 

TSN - Transaction sequence number. Each transaction Is 
assigned a sequence number beginning with 000, When paymer 
are applied to more than one receivable, a separate sequenc 
number is assigned to each item. 

REMARKS: The remarks section tells you the purpose of the 
disbursement, or how a receipt was applied. For payment 
transactions, the following field codes for application of 
payments are used: 

001 - Principal 

002 - Escrow 

006 - Memo Funds 1 (Pending payoff) 

007 - Interest 

008 - YTD Taxes 

012 - Returned Check Fees 

013 “ Late Charge 

014 HUD 

016 - Memo Funds 2 

017 - Memo Funds 3 

018 - Memo Funds 4 

027 - Tax Advance 

028 Insurance Advance 

029 “ Other Advance 

030 - Interest Tax Advance 

031 - Interest on Insurance Advance 

032 - Interest on Other Advance 

033 - Service Charge 
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If the principal or escrow balance are affected by a 
transaction the remarks also include the new principal and 
escrow bal ances . 

To determine which month's receivables have been liquidaUMi, 
you must review the histroy screen and the receivable screen. 

LINE ~ 24 When you reach the last page of the History, the message 
M025-.IQ COMPLETE is displayed. 
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HOME MORTGAGES MONTHLY INVENTORY AND DELINQUENCY REPORT 

No. 452 

This report contains all data previously found on report 

No. 92203. All future references to this report should be made 

by using the new number^ 452* 

F ORMAT . Each Region's report contains the following 
Three major sections. Each section Is broken out by 
Field Office and shows the Regional totals. 

a. First Section . The number of mortgages In the 
Inventory and the amount collected each month as 
well as the cumulative amount collected for the 
fiscal year. 

b. Second Section . The status of the mortgages In 
relation to tlie terms of the note. 

c. Third Section . The number and status of 
forbearance agreements and the amount collected and 
del Inquen t . 

2. CONTENT AND DATA SOURCES . The report consists of the 
data elements described In paragraphs 3 through 6 
below. The description Indicates the source of the 
data within the System. The System selects accounts by 
the General Ledger class codes on Loan Screen One 
(LNSD* Note that all data Is based on the Single 
Family Notes System, 

3. PART 1 > MORTGAGES IN INVENTORY 


npPARTMPNT np HniJSING AHD URBAN DEVELOPMENT ASOC 1 '’jA 
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d. On Hand at End of the Honth . Indicates the result 
of adding “mortgages on hTnd at beginning of month" 
to "mortgages added to Inventory during the month" 
and substracting "mortgages removed from Inventory." 

(1) Total Amount Collected . Indicates the total 
0 F'aTT c^ol 1 e c 1 1 0 n s by^u s 1 n g the following 
transactions: 310, 204, 280, 006, and 007 
(See the Users Guide for an explanation of 
these codes). 

(2) Total Amount Collected FY to Date . Self- 

ex^TanTtoiy. 

4. PART n - NOTE TERMS STATUS 

Total Current . Indicates number and percent of 
Vc c 0 unis? dP w h 1 c h principal paid-to date is the 
first of the month following the report period. 

EXAMPLE: For the report ending February 29, 
1984, the System selects accounts with a 
principal paid-to date of March 01, 1984. 

b. Total Delinquent . Indicates number and percent of 
accounts ^or which principal paid-to date is prior 
to the first day of the report period, 

EXAMPLE: For the report period ending 
February 29, 1984, the System selects 
accounts with paid-to date prior to 
February 01, 1984. 

c. Fore cl os ures in Process . Indicates accounts with 
status code 41 (loan posted for foreclosure) and 
with principal paid-to date prior to first day of 
report period. 

d. Wo Forbearance Aggr. No Forbearance Agreement in 
effect, indicates accounts with principal paid-to 
date prior to first day of report period and for 
which condition code 83 (forbearance agreement in 
effect) 1$ jot Of! LNSl, Note: these accounts are 
delinquent under the terms of the note, 

'>• PART 111 - FORBEARANCE AGREEMENT STATUS 

a. Total Forbearance Agreements . : 

(1), Accounts Reported . Indicates number of 

eceounts for wnich principal paid-to date Is 
prior to the first day of the report period, 
which hare condition code 83 on LHSl, and 

forbearance end date falls after the 

report period. 





EXAMPLE: For the report period ending 

February 29* 1984 # the forbear ante end 
date must be March 31, 1984, or later and 
the principal paid**to date must be before 
February 01, 1984. 


NOTE: The sum of (1) foreclosures In 
process, (2) accounts with no forbearance 
agreement, and (3) total forbearance 
agreements equals (4) total number of 
delinquencies under terms of the note. 


(2) Amount Collected . Indicates collections on 

accounts w 1 th forbearance agreements In effect 
during the report period. 


b. 


EXAMPLE: For report per 1od‘ ending 
February 29, 1984, the System selects 
accounts with forbearance end dates of 
February 29, 1984, and later. 


Dollar amounts take into account transactions 
310, 204, 280, 006, and 007. 


C ur rent Under Agreement , 
percent oT accounts with 
effect during the report 
forbearance pald-to date 
period end date. 


Indicates number and 
forbearance agreements In 
period where the 
Is later than the report 


EXAMPLE: For the report period ending 
February 29, 1984, the System selects 
accounts with forbearance end 
February 29. 1984, and after, with 
forbearance pald-to dates of March 01, 
1984 and after. 


of suspended (SUS) payment agreements 


AJLso identifies tbe number 
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d. On Hand at End of the Month , Indicates the result 
o7 adding “mor t g a^es on liand at beginning of month" 
to "mortgages added to inventory during the month" 
and substracting “mortgages removed from inventory," 

(1) Total Amount Collected , Indicates the total 
0 al 1 CO IT e c 1 1 0 n s b y u s i n g the following 
transactions: 310, 204, 280, 006, and 007 
(See the Users Guide for an explanation of 
these codes). 

(2) Total Amount Collected FT to Date . Self- 
e xTpTa tTa tor y . 

PART 11 - NOTE TERMS STATUS 


a. Total Current , Indicates number and percent of 
accounts for which principal pa1d-to date is the 
first of the month following the report period. 

EXAMPLE: For the report ending February 29, 
1984, the System selects accounts with a 
principal pald-to date of March 01, 1984. 

b. Total Delinquent . Indicates number and percent of 
account s for which principal paid-to date Is prior 
to the first day of the report period. 

EXAMPLE: For the report period ending 
February 29, 1984, the System selects 
accounts with pald^to date prior to 
February 01, 1984. 

c. For eel osures in Process . Indicates accounts with 
status c^cTe 41 (16^1^ Pasted for foreclosure) and 
with principal pald-to date prior to first day of 
report period. 

ice Aggr. No Forbearance Agreement In 
^icates accounts with principal pald-to 
to first day of report period and for 
tion code 83 (forbearance agreement In 
not on LNSl. Note: These accounts are 
under the terns of the note* 

EARAWCE AGREEMENT STATUS 

arance Agreements . 

ts Reported . Indicates number of 
ts for which principal pald-to date Is 
to the first day of the report period, 
have condition code 63 on LNSl, and 
krance end date falls after the 
; period. 



\!’l' V.^IN 1*’ I 


EXAMPLE: For the report period ending 
February 29, 198A, the forbearance end 
date must be March 31, 1984, or later and 
the principal paid-to date must be before 
February 01 , 1964 . 


NOTE: The sum of (1) foreclosures In 
process, (2) accounts with no forbearance 
agreement, and (3) total forbearance 
agreements equals (4) total number of 
delinquencies under terms of the note. 


(21 Amount Collected. Indicates collections on 

a c CO u n t s w iih ~fo r be ar an c e agreements In effect 
during the report period. 


EXAMPLE: For report period- ending 
February 29, 1984, the System selects 
accounts with forbearance end dates of 
February 29, 1984, and later. 


b. 


Dollar amounts take 
310, 204, 280, 006, 


Into account 
and 007. 


transactions 


Current Under Aoreement. Indicates number end ^ 
Urcent 6T accounts w~nrh forbearance agreements In 
•»ffect durlnci the report period where xhe 
forbearance paid-to date U later than the report 
period end date* 

pyAMPLE* For the report period ending 
VXry 29? iSaS. tSe System selects 
eccounts with forbearance end dates of 

February 29. 1984, «, 

forbearance paid-to dates of March 01, 

1984 and after. 

.H.nM£les the o£ susj^nied (SUS) payn^nt agreen^ts 


Delinquent Under Agreeme nl 

n \ ArrAunts Reported* Indicates number and 
^ ' Sercent oi accounT s with forbearance 

agreements In effect to 

where the forbearance pald-to date is prior 

the report period end date. 

EXAMPLE: Report *"2l/!ccoJots*^' 

1984 . The System 5”®“ 

iJMr.n: tr“*‘ 

forbearance agreements. 
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Report No. 507, Delinquent Status Report 


The Delinquent Status Report is broken out by field office. 
Within each office the report is further broken out by servicer 
code for those offices that enter such codes in the SERVICER CD 
field on Loan Screen One, We urge all field offices to use 
servicer codes. They enhance the use of the report by making It 
easy for each servicer to locate quickly the accounts for which he 
or she Is responsible. 

Under each servicer code the accounts are broken out into the 
number of days del i nquent--30 , 60, 90, and 90+. For field offices 
that do not use servicer codes, the report breaks out only by the 
number of days delinquent. Each break out by number of days 
delinquent is further broken out into "Under Mortgage" or "Under 
Forbea ranee. " 

The report provides the following information for each 
delinquent account on the report. 

1. Servicer Code (SV CD) 

2. Account Number and FHA Case Number 

3. Telephone Number and Name and Mailing Address 

Loan Class - from the LN CLASS field on Loan Screen 
One. This entry is always a two (2) to indicate an FHA 
1 oan. 

Bankruptcy (BNK) - a "B" in this column indicates that 
Status Cdde 46, Bankruptcy, appears on Loan Screen One. 

^ re - an "F" in this column indicates that 

Status Code 4 1 , Loan Posted for Foreclosure, appears on 
Loan Screen One. (Note that the initial report also 
contains some accounts which have been foreclosed or 
"^osed out. This problem is being 


in this column indicates that Status Code 
Loan, appears on Loan Screen One. 
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8. Monthly Payment - indicates the amount of the monthly 
payment due under the mortgage or a forbearance 
agreement. 

9. Total Due - indicates the amount required to make the 
account current under the mortgage or the forbearance 
agreement as of the first of the report month. 

1 0 . Paid-to Date - the forbearance paid-to date or the 
principal paid-to date. 

11. No. Day Delq . - determine by: 

a. Dividing the monthly payment amount into the total 
due amount and always rounding down the result to 
the next whole number. The calculation for the 
number of days delinquent includes the payment duo 
in the report month. 

b. multiply the result of the above rounding activity 
by 30 days. 

c. EXAMPLE: Monthly payment of $108.00 divided into a 
total due of $192.63 equals 1.8. Round 1.8 down 

to 1. Multiply 1 by 30 days for a 30 day 
del 1 nquency . 

NOTE: The number of days delinquent is not based on the 

principal paid-to date or the forbearance paid-to 
date. 

12* Total s - The totals for the monthly payment and the 

total due columns appear at the end of each break by 30, 
60, and 90+ days delinquency for each Servicer Code. 
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For offices without a mini* computer 







‘APPENDIX 23 


SYSTEM INFORMATION SCREENS 


The following screens are provided for information purposes. 

They contain data which can assist the Field Offices in 
servicing the Secretary-Held mortgages- Most of the screens are 
self-explanatory. However, field definitions and explanations 
are provided following each screen. 


Screen 

Appendix 

Advance 

23-1 

Receivable 

23-2 

Amounts 

23-3 

Dates 

23-4 

Payoff 

23-5 

Teller Activity Inquiry 

23-6 

CTK3 

23^ 7 

CUTtR 

23- 8 

BlUb 

23- 9 



UOAN ADVANCE SCREEN (AIW) 


APPLnni)' 23-1 








ADVT^NCE SCREEN (ADVN) 


appkn::":'; 03 . ;l 
2 


PURPOSE: 

SCREEN COtWit^: 


FILE MAINTEmhCE: 


Displays advances 

lb file maintain: 

//F>l,ADVN,accoiffit nunber 

lb inquire: 

//IO,ADVW,acxx)unt number 

Only OFA can file maintain the Advance 
Screen, 

If you encounter errors, enter the 
correct data for all affected fields 
to corplete file maintenance. 


APPtMLX 23-1 
I’ago 3 


advance 9CJEEN ^ADW) 


FIErD NAME AND LE3«?IH 

LINE 1 

FIEID EEFINITIONS 

CEFINrnON 


CCMWO 

SCraEN TITLE 

To inquire: 

//IQ,ADW,acaDunt ruanber 

To file maintain: 

//JM,ADVN, account number 

LOAN ADVANCES 


ACCT 

Account number 


LINE 2 

Date (8) 

Current processing date. * 


LINE 3 

SHORT NAME (15) 

LINE 5 

Prom INSl * 



This Tii^ Contains headings for the fields on Xiines 7, 10, and 137 


*Sys t« i generated 



appendix 23-2 

pa9e 1 






LOAN RECEIVABLE 


APPENDIX 23-2 
Page 2 


RJRPOSE: 


SCREEN C30WWC: 


niE MAINTENANCE: 


The Mortgage Account feceivables are trailers, 
attached to the master reootd, which contain 
collection amounts due. Every payment due has 
an associated receivable. 

To inquire -- 

//IQ, RECV, account number 


Only OFA can file maintain this screen. 



FIELD DEFINITIONS 


APFENOn 2^-2 
Page 3 


FIELD NAME AWD LENGTO rE FINITlON 

LINE 1 

SCREEN (XMMAND //IQ, RECV, account number 


SCREEN TITLE 


LOAN RBCEIVABIES 


PCCOUm NUMBER 


Account nunber 


LINE 2 

MORE Di^layed only if there is^ more 

information than will fit on one sjic^reen. 
Depress the JWIT key to display the 
additional receivc^les. 

date (9) Current processing date. Display only. 


LINE 4 

NOTE; The fields on this line are column headings for receivable^ 
listed in this screen. 


SEO 

DUE DATE (8) 
PRIIICIPAL (11) 
INTEU^^EST (U) 
ESCFCW 1 (11) 


System- assigned sequence number that 
indicates order of processing. Numeric. 

Date the receivable is due. 

Principal Amount Due. Dollars. Cents. 

Interest Anount Due, Doll airs. Cents. 

Tax escrow due. Dollars, Cents, 


LIKE 5 
NOTE: 


The fields on this line are column headings for receivable^ 


STS 


RCV INDC (8) 


Receivable Status 
Valid values are: 

1 = Active receivable 

2 = Deleted receivable 

Receivables Inlicator shows the receivable's 
disposition. Multiple values may be present 
on the same receivable. 


Valid values are; 

1 » Regular receivable 

2 e Partially satisfied 

3 * Satisfied 

4 s Escrow portage 

5 = Return check 

6 = Late charge has been assessed 


APPENDIX 23-2 
Page 4 


LATE CHRG (11) 
RUN CHEK (11) 
SVC CHRG (11) 


ESC SHRT (11) 


LINE 6 -19 

NOTE: These lines list receivables and their breakdown. If there 

are more receivables than will fit on one screen, 'MORE* 
will appear on line two, 

LINE 21-22 ^ 

¥0m These T i nes sliow the total acU recei vahl ^ on ~ the 

account. They appear on each screen and cover the total 
receivables, not merely those for the page on which the 
totals appears. For example, if there are five RECV 
screens, you will see the same totals as the last entries 
on each screen. 

LINE 23-24 

SYSTEM MESSAGES See the Error Message Section of the 

guide. 


Late Charge amount due. Dol 1 a r $ . Cen t s , 

Return-check amount due. Do 1 1 a rs . Cent s . 

Service charge amount due. 

Dol 1 ars . Cents. 

Escrow Shortage amount due. 

Dol lars. Cents. 



(iwrs) 


APPENDIX 23-3 
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LOAN AMOUNTS SCREEN 


PURPOSE: Provides amounts found on numerous screens. 

SCREEN COMMANDS: To Inquire: 

//IQ, AMTS, account number 

file MAINTENANCE: No File Maintenance Is permitted by the 

Field Office. 


A^OUNTS SCFEO^ (AWTS) 


APPENDIX 23-3 
Page 3 ■ 


_ , , , — r 


FIELD CEFINITICNS 


field NAME AND LENGTH 

KFINITION 


LINE 1 



screen OO^WAND 

//IQ, AMTS, account number 
//FM, AMTS, account nurrber 


SCREEN TITLE 

IJDAN AMDWTS 


WXT 

Account ncjTt)er - ^stem generated. 


LINE 2 



PASSWORD (6) 

A code restricted to OFA use to 
protect data in certain fields. 



DAIE 


Tte Current Prcx:essing Date. Display 
only. 


LINE 3 

OlUG XJN AMT (11) 
RONC BAL (11) 


Original Loan Aitiount ~ Dollars, Cents. 

Principal Balarw - Ur^id portion of the 
original amount borra*^. 

Dollars.Cents. 


LINE 5 
DISB TO ET (11) 


Disbursed to Date - Anount paid as of this 
processing date, Dollars.Cents. 


ESCBDW BAL (11) 


Escrow Balance Ancunt in escrcv as of 
this processing date, 

Dollars.Cents. 


1 ^ 7 

CCmiMENT (11) 


ftnount originally caimitted for this loan 
Dollars.Cents. 

(•ten© Funds are for use by OFA cxily. 
Dollars.Cents. 


mJO FUNDS (11) 


APPENDIX 23-3 


PAGE 4 


Amou-nts Screen (Amts) 



LINE 9 

MEND COM! 

(11) 

Loan commitment as of End of Last Month 
Do 11 a rs . Cents . 

LINE 11 



BDG PR INC 

TTTl 

Beginning Principal - principal balance 
due at the beginning of the year. 
Dollars, Cent s , 

SCH P & I 

LINE 12 

(11) 

Scheduled Principal and Interest - 
amount of the regular payment. 

Dol 1 a rs , Cent s . 

M SERV CHG 

TTTl 

Monthly Service Charge. Dollars. Cents. 

LINE 13 




FFG ESCI^OW (TT) B e g 1 n n i n g E s c r o w - e^s c r 6w~ ba Ta n c e as ^ 


the beginning of the year. 
Do! 1 ars .Cents . 


SCH ESCROW 

(9) 

Scheduled Amount of Escrow in regular 
payment . Dollars. Cents, 

LINE 14 



ESC BOG BAL 

TTTl 

Beginning Period Escrow Balance - 
Interest bearing. Dollars, Cents. 

LINE 15 



YID INTER (11) 

Year-to-Date Interest, Dol 1 a rs , Cent s . 

TOT PAYMNT 

(11) 

Total Scheduled Payment. Dol 1 a r s . Ce nt s 

LINE 16 




SERVICE" CHG (11) Accrued service c h a r g e F rT the 


account as of the current processing 
date. 


LINE 

17 




YTD 

TAXES (11) 

Year 

-t 0 -Dat e 

Taxes , Dol 1 a r s , Cent s . 

LATE 

CHARGE (9) 

Late 

Charges 

due. Dol 1 ars . Cent s . 



Amounts Screen (Amts) 


A1TO}DLV'2V3 
Page 5 


LINE i9 


CEU3 TAX (9) 

AiTDunt of delinquent taxes. 

Dollars. Cents. 

UNAPP PAV3«T (11) 

Unapplied Paynents ~ payments not credited 
to any account fields. Dollars. Cents. 

INSUBANCE (11) 

Insurance Coverage ~ i.e. face value of 
policies. Dollars. Cents. 

LINE 21 

CAPT LN (11) 

Capitalized Loan Codes - loan options 
taken from the loan master. 

System generated csodes are: 

5 = Indicates that payment for greater than 

the aiTount due aure applied as single 
payments for bs many multiples as 
possible. The remainder is agsplied 
to principal. 

6 = Indicates that interest due for delinquent 

accounts is calculated on principal 
only. 


LINE 23 


RETim) CK FEE (11) 

Returned-C 
the life c 

RETTPND CK OOUNT (3) 

Nunber of 
the acoour 

YTD UTE CHARGES (11) 

Year-to-D* 

LINE 24 

■SYSTEM MESSAGES 

Displays : 
Message S 
of these 






AmoU'nts Screen (Amts) 


LIME 9 

MEND COMT (11 


LINE 11 
BDG PRINC 


SCH P & I (11) 
LINE 12 

M sf.rT“chg”TTT 
LINE 13 


SCH ESCROW (9) 
LINE 14 

ETC^BDG BAL (11 


LINE 15 





LINE 17 

YTD TAXES (11) 


LATE CHARGE (9) 


APPENDIX 23-3 


PAGE 4 


Loan commitment as of End of Last Month, 
Dollars, Cents , 


Beginning Principal - principal balance 
due at the beginning of the year. 
Dollars. Cents , 

Scheduled Principal and Interest - 
amount of the regular payment. 

Dollars, Cents . 

Monthly $ e rvice Charge. Do 1 1 a r s , C e n tT7 


Beginning Escrow •• escrow balance as of 
the beginning of the year. 

Dol 1 a rs .Cent s , 

Scheduled Amount of Escrow in regular 
payment. Dollars. Cents, 


Beginning Per iod Escrow Balance - 
interest bearing. Dol 1 ars .Cents . 


Total Scheduled Payment. Dol 1 a rs . Cents . 


Accrued service charges due on the 
account as of the current processing 
date. 


Year-to-Date Taxes. Dol 1 a rs , Cent s . 
Late Charges due. Dollars. Cents. 


l\,mounts Screen 

(Amts) 

AiTOinL\‘;.V3 

Pagu 5 


LIME 19 

DELO tax (9) 


AiTDunt of delinquent taxes. 

DDllars. Cents, 

UNAPP PAVMEMT 

(U) 

Unapplied Payments ~ payments not credited 
to any account fields. Dollars. Cents. 

INSimA>X2: (11) 


Insurance Coverage - i.e. face value of 
policies. Dollars. Cents. 

LINE 21 



CMT I>l (11) 


Capitalized loan Codes - loan options 
taken from the loan master. 



System generated codes are: 



5 s Irriicates that payment for greater than 
the amount due are applied as sir>gle 
payments for as many multiples as 
possible. The remainder is applied 
to principal. 

TTME 23 


6 = Indicates that interest due for delinquent 
accounts is calculated on principal 
only. 

retrnd ck fee 

(11) 

Returned-Check Fee - total charges over 
the life of the account. Dollars. Cents. 

retrnd ck OXKT (3) 

Nunber of checks returned over the life 
the account. Numeric. Cannot exceed 2bb. 

YTD LATE CHARGES (11) 

LINE 24 

Year-to-Date Late Charges Paid. Dollars.Cents. 


Displays system messages. See the Error 
Message Section of the gui(3e for exp 
of these messages. 


• SYSTEM MESSAGES 



Ii»H CATES ^.'itEEK (tWTC) 



IIW) DATES SCREEN 


APmW 23-4 
Page 2 


PURPOSE; 

SCREEJJ acm^NDS: 

PILE M^IWTENANCE 


Provides dates frcjn other scree ns. 

To File Maintain account - 
//FM,nA3E,accx>unt reanter 

To Inquire - 

/VlQ, DATE, account number 

You may not file iraintain this screen. 



A1>p™lX 23-A 
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DRIES SCREEN (DA3E) 


field name and mciH 

LINE 1 

SCREEN a>fdANDS 

SCREEN TITLE 

acoount number 


FIELD DEFINITIONS 

definition 

//IQ#DATE,acx»unt nijrber 
//¥>!, DATE, axount nunter 
IDAN DATES 
Account nuntoer 


LINE 2 
PASSWORD (6) 


A code restricted to supervisory use 
to protect data in certain fields. 


DATE (B) 


Current Processing Date. 


LINE 3 

REXX)RD open (8) 

RECORD aSD (8) 

LAST F/M (8) 


Date this account was enter ec( into 
the System. 

Date this account was paid off. 
System generated. 

Last File Maintenance - Date of last 
file maintenance. 


LAST DUE (8) 


Last Billing Due Date - due date of 
last bill. 


Ifer ESCROirW Date of Last Escrcw^alysis, 

LAST Aino ESCR (8) Last Automatic Escrow Disfcxarsement. 


LINE 7 

lAST TELLER (8) 

PRIN PD TO (8) 


Date of Last Teller Transaction. 

Principal PaichTo-Date - The date 
after the last payment to which 
principal is paid. 

Interest Paid-To-Date * The date 
after’ the last payment to which 
interest is paid/ This date is 
advanced only when the principal 
paid** to date is advanced. 


INT PD TO (8) 


LIKE 9 

mruRiTO (8) 

ESCRO REQ OKS (8) 

LAST MODIF (8) 

LINE 11 

CLASS SLOW (8) 

LIKE 13 

ICAN OiDSING (8) 

OWIER CHNG (8) 

LIKE 15 

TIMES MODIFIED 

YRS TAX DELQ (3) 

UKE 17 

TIMES OELC (3) 

LAST WAIVD YR (3) 

LINES 19 and 20 
EELQ HST CUR (12) 


PREV (12) 
CMPLT (16) 


AJn’LKDIX 23-4 
Page 4 

Date the last payment is due. 

Escrow Requirenent Change - date when current 
escrow anount becones effective. 

Date account was last irodified. 


Date account classified 'SLCW'. 


Date of Loan Closing - Date Transaction #308 
processed. 

Ownership Change - last ownership change date. 


Number of tbnes this account was modified. 
Number of Years Taxes Delinquent. Numeric. 


Times Delir^'^t * number of payment delinquent 
since the account was entered into the System 
(Maximum 255), Numeric. 

Number of times Late Charges waived during 
the life of this account. Nuneric. 


pelii^ent History for the Current Ye^-An 'X' 
is displayed above the initial of each month 
the payment was delinquent. Exanple: An account 
delinquent in April and June of the current 
year appears as follows; 

000X0X000000 

JTMAMJJA9CND 

Delinquent History for the previous year is 
displayed in the same manner as T^Q ROT CUR. 

Ccmpleter Function - Indicates the caiplete 
account sections. 

Valid Values are: 


0 = Inoonplete 

1 “ Ccrplete 


LINE 22 
COMMENTS 


LIKE 24 

SYSTEM MESSAGES 


APPK'IDIX 23-4 
Page 5 

Nant)6rs one through sijcteen represent account 
sections as follows; 

1« Primary name, address, ^K)rtn 2 atne 
2“ Alternate name and address 
3« AcoDunt identification section 
4« Terms section 

5« Scheduled di^jux’sement section - keyed 
by a ^>ecial trailer created when the 
account is set up. 

6= Legal description 
7» FHA 235 section 
8= Construction loan section 
9= Not currently used 
10= Not currently used 
11= Not currently used 
12= Not currently used 
13= Not currently used 
14= Mortgagor's identification 
15= Preauthorized check plan information 
16= Not currently used 


You may enter comments here. These corrments 
will appear on a printout if a printout is 
requested of this screen iirmediately? however, 
these oorments are deleted as soon as the 
screen is cleared from the C3?r. 


Dispi ays t^mes^s^es . Error Messages 

Section of the guide. 




qpOTATION 
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poxxm PATOFF (DUOTATION (POPQ) 


appendix 23- 5 
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PURPOSE: 


SCREH^’ OCMMAND: 


Provic3es the imount necessary to payoff an 
account as of a given date. The pay-off inquiry 
may be for information with no intention of 
paying off the account, or it may be used to 
issue a fonnal payoff statement. The System 
can also **freeze" the acxount for payoff. 

To perform an inquiry, enter the oonnand: 

//IQ, POPQ, account number, date 

If you want the payoff calculated for a date in 
the future, enter the date in the coimand. If 
no date is entered, the System calculates the 
payoff as of the processing date. Enter the 
date in numeric format: PMXyy. 

To freeze the account for payoff, enter the 
ocnmand: 

//PW,POTQ, account number, date 

This ooncncind freezes the account by setting 
Condition Code 21 - "Accept No Payments" and 
Condition Code 48 - "Hold Escrow." You cannot 
file maintain this screen. To release "Freeze*' 
on the account, you must file maintain l/JSl to 
r'biove Condition Code 21 and Condition Code 48. 
Processing will then resume on the account. 

In calculating a payoff the System uses the 
following fields: 

1. Principal Balance 

2. Interest to Date 

3. Escrow 

4. Late Charges 

5. Returned Check Fees 

6. Advances 

7. Advance Interest 

8. Service Charges 

On the payoff quote, the message "MEMO FUNDS 
ARE PENDING" will appear if any memo funds 
fields are not zero. The memo funds fields are 
used in the payoff calculation by OFA. 
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FIELD EEFINITia^S 

FIEUD NAME AND m^CTTH 

isriNmoN 

LINE 1 


SCR^ CXMMAND 

/'/iQiPOFQ, account nuinber ,clate 
//fMiPCFQ, account nuiTber,date 


DAIE format is: MTOYY 

SCREEN TITLE 

PAXOFF C3U0TATICN 

ACCT (9) 

Itie account number 

LINE 2 


AS OF DATE 

Hie date to which the payoff is 
caCLcuIated based on the date entered 
in the cxxrmand. If no date is entered, 
the System calculates the payoff as 
of the current processing date. 

DATE (8) 

Current processing date. Display 
only. 

LINE 3 


SHOFT NAME (15) 

Mortgagor’s short name 1-15 characters 
in length with last name first followed 
by a blank space before first name or 
initials. Appears on most reports. 

LINE 5 


PAID TO DATES (8) 
(PRINCIPAL) 

(DWERBST) 

LINE 6 

Pa id- to dates for principal and 
interest. These dates indicate the 
time that the principal and interest 
are paid to after the last payment. 

bWGINAL LOAN DATE (8) 

Date the loan was made. 

(3UGINAL AMDONT (U) 

Original balance of the loan. 

Dollars and Cents. 

DISBURSED (11) 

Anount of the Ticrtgage chzucged to the 
Ci^neral Ledger . Dollars and Cents. 


based on the current processing date. 
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LINE 7 


INSTALLMENT DUE DATET^T 

The day of the month on which the 
payment is due. Always 01. 

INTEREST RATE (6) 

Current rate at which Interest is 
calculated. Decimal percentage. 

LOAN TERM ( 3) 

In months. 

LINE 8 


PER OIEM INT RATE (6) 

Per-Diem Interest - Amount of interest 
for one day on the principal balance. 

PREPAY PENALTY (3) 

Penalty for early payoff of an account. 
Always 000. 

MIP (4) 

Mortgage insurance premium. Always 000. 

LINE 9 


PER DIEM AOV INTR (10) 

Per diem advance interest. 

Dol 1 a rs .Cents . 

PER OIEM SVC CHG (10) 

Per diem service charge. 

Ool 1 ars .Cents . 

LINE 10 


payment breakdown ( 12) 

PRINCIPAL/INTR 

Payment Breakdown Principal - Interest 
That portion of the monthly payment that 
applies to principal and interest 
combined. Dol 1 ars .Cents . 

ESCROW (12) 

Portion of the monthly payment that 
applies to escrow. Doll a rs . Cents , 

LINE 11 


ESCROW BAL (10) 

Balance in the escrow account. 

Dol 1 ars .Cents . 

INTR TO DATE (10) 

Interest to Date - Interest due to 
payoff date. Dol 1 a rs .Cent s . 

PRINCIPAL BAL (10) 

Principal balance is the portion of the 
original amount borrowed and unpaid, 

Dol 1 ars , Cents , 

LINE 12 


INTEREST due (10) 

Interest due to the payoff date, 

Dol 1 ars . Cents . 

LINE 13 


TOTAL InTR (10) 

Total of i nterest -to-date. 

Do1 1 ars . Cents. 

ESCR applied (10) 

Amount in escrow to be offset against 
the account payoff, Dol 1 ars .Cents , 

LINE 14 


TOTl Escrow (lo) 

Escrow balance for account. 

Dol 1 ars .Cents . 



LI^ 15 

ADJU mr <io) 
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UVIE CHPG mrE (10) 
LINE 16 

KIND CHK CHGS (10) 


LINE 17 

ADVANCE AMNT (10) 

LINE 18 

ADVANCE INTR (10) 


LINE 19 

ffi3(viCE cttiS ■ TioT 

LINE 20 

PAYOFF AMOUNT (11) 


UNE 21 

PAYOFF Wnii ADJ 


Adiuste^interest. Tt>tal interest plus 
any adjusted penalty. Always equals total 
interest. 

uncollected charges ^cr payments not 
made on tiJne. Dol 1 ax s. Cents. 


Retumed-Check Charges - uncollected 
charges for NSF checks. Dollars.Cents. 


ulrollectidlS^ai^. “ DoUars.Cents. 


lirTOllectfid interest due on advancesT 
Dollars.Cents. 


Drcollected ’iervioe ciwges due. Dollars.Cents. 


p— - Anount necessary to payoIT 
account, effective as of the payoff 

*1 ■» cs 




qsncfpd PaVoff - Anount to payori xni 
:;^ 3 oant. Always equals the Payoff Amount. 


UNE 24 

SYSTEM MESSAGES 


mess^es. See the Error 


Displays system 
teSages Section of the guide. 
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teller activity inquiry screen 


//XQ, Acrv TERhlNAU ACTIVITY 

DATE 05/01/8A 

TELLERS OPEN* 

Q13-090Ar037-093A,2aA"102A,Q93-1UA 
TERMINALS IN CONVERSATION: 

178 

M5Q1 - 10 COMPLETE 
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teller PCIlVlTi INQUIRY 


PU^^SE Allows the user to review teller and terminal 

activity. The screen lists all tellers C3pen 
and terminals in actual conversation vdth the 
System at the time of the inquiry. Yqj can use 
it to verify that all tellers were closed at 
the end of the day. 

SCPW camw: To inquire: 

//IQ,PCJV 

You cannot file maintain this screen. 
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T EI-JJEIR ACTIVm INgJ lRY 
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FIELD NAME AND LENGTH 

LINE 1 

FIELD IBFINmONS 

DEFINITION 

SCREEN COMMAND 

//IQ,ACTV 

SCREEf; TITLE 

TERMINAL ACTIVITY 

LINE 2 


DATE (8) 

Current Date, Display only. 

LINE 4 “ 12 

TT'T.T.lTRq npPK] 



the inquiry are listed in the 
format: 


AAA-BBBC 

Where: 

AAA is the last three digits of 
the teller number 

BBB is the three digit terminal 
number 


C gives the teller station key 


U^^ 13“22 

TEPMINALS IN Shows all terminals process; ing ' 

transactions at the time of the 
inquiry* The format is; 


XXX 


Where: 

XXX is the three digit terminal 
number 


LIKE 2 A — 

SYSTEM MESSAGES Displays System messages. See 

the Error Messages Section of the 
guide. 
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CIF INQUIRY SCREEN 
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This appendix contains a sample CIF INQUIRY Screen. The 
following paragraphs describe the fields on the screen that apply 
to HUD. Those marked NA do not apply to HUD. 


NAME Mortgagor's name. If you inquire using the 

//IQ,CIFQ,(P,XXXXX) command, ^he display is the 
address and zip code of the account. If the last 
two characters of the NAME field are "-C'‘ it 
indicates a closed account. 

ADDR Numeric street address 


TYPE LOXX Equals Loan Account, "10" equals assigned 

mortgage (LOlO), 11 equals PMM (LOll). P equals 
primary address (LOllP), "A" equals alternate 
addres s ( LOllA) , 

ACCOUNT 9“dig1t System -generated account number 
CUSTOMER NA 


REL NA 

TAX ID Mortgagor's Social Security Number (SSN) 

COMMENTS If you want to print the screen with comments, 
enter comments in this field. The comments 
disappear when the screen is cleared. 

Line 24 contains System messages. For the meaning of the 
messages and the required corrective action, see page 3 of this 
appendi x , 
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ERROR MESSAGE 

MEANING 

CORRECTIVE ACTION 

INVALID FORMAT 

Input fields not 
separated by commas. 

Reenter fields separating 
each field by commas, 

INVALID COMMAND 

Data contains inval id 

character or cannot 
be interpreted by the 
system. 

Correct invalid character 

and reenter. 

REQUIRED FIELD 

Name block is missing 
or not enclosed in 

parenthesis. 

Enclose name in parenthesis 
and reenter. 

NO INPUT TO 

Data was not entered 

Complete command and 

PROCESS 

following the CIF 

command. 

reenter. 

RECORD NOT FOUND 

A record was not 

found on file which 

Check the input conmand 
for errors and reenter. 

IQ COMPLETE 

matched the data 

entered. 

All correct records 

entered have been 

displayed. 

If no errors are found, 
expand the search by 
reducing the number 
of qualifiers. 


NOTE; See Users Guide paragraph 3-10 on page 3-7ff regarding 
additional information, including an explanation of the 
use of qualifiers* 


7/86 
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BRING CURRENT SCREEN (CURR) 


// IQ, CURR 

BRING CURRENT 



AS OF APR01,85 ** 

DATE 

SHORT NAME 

BRANCH FHA CASE NO 

PRINC BAL 

ESCROW BAL 


PRINC PTD 

INTEREST PTD 

INT RATE 

DELQ PRINC 

OELQ INT 

OELQ ESC 

OELQ SVC CHG 

OELQ LATE CHG 

OELQ NSF 

TAX ADV 

OTHER ADV 

NO MTH DELQ 

INT TAX ADV 

INT OTHER ADV 

TTL CURRENT 

PAYMENT AMOUNT: 



PRINC + INT 



ESCROW 



SERVICE CHG 



TTL PAYMENT 



CHECK FOR TAXES 

PAID BUT NOT ENTERED OR DUE 

BUT NOT PAID 

M220 - IQ COMPLETE 
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BILL SCREEN (BILL) 


//IQ, BILL 

MORTGAGE BILL 

ACCT 

SHORT NAME 


DATE 03/28/86 

BILLING ADDR 
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HOW TO DETERMINE PAYOFF AMOUNTS** 


1. Pull Payoff Screen for the date prior to the date of actual 
payoff. Note: Interest is based on a 360 day year composed 
of 12 30-day months. Therefore, if the date prior to actual 
payoff falls on the 31st of the month, use a payoff date of 
the 30th- 

2, All the payoff information you need is displayed on the Payof 
Screen. Reminder; Check you tax records for taxes that have 
been paid but not posed to the account. The amount of the ta 
disbursement not yet posed must be added to the payoff amount 
indicated on the payoff screen. 


HOW TO DETERMINE BR I NG-CURRE NT AMOUNTS** 

The following instructions pertain to bri ng -cu rrent amounts 

calculated through the last day of the current month. The monihl; 

payment for the following month is not included. 

1. Pull the "CURR" screen and get the amount in the TTL CURRENT 
field. 

2. Check the office records to see if there are taxes which have 
been paid but not posted to the account, or due but not paid. 

3. If the mortgage is in foreclosure contact the Office of the 
General Counsel to ascertain the amount of foreclosure costs 
which have been incurred (If any). 


IMPORT ANT ; On accounts beginninn with 07. loan Sr.rpon Twn 

must be checked for the "Extra 

does n ot appear to the right uf 

settlement of the insurance c 

The field office must contad 

unrecorded adjustments. 






U S DEPARTMENT OF HOUSING AND URBAN DEVELOPMENT 
WASHINGTON. DC 20410 



OrFICe OF THE A’3RISTAN r gtCRETARY FOH 
HOIJ5INO FEOERAl HOUSING COMMISSIONER 


SAMPLE BRING-CURRENT LETTER 
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Dear 

Account No, 
FHA Case No. 


(Property Address) 

In response to your request to 
( I assume the above mortgage 

I i bring the above mortgage current, the following 


information is provided: 


Original Mortgage 


Current Monthly Payments 

Amount 

5 


Term 


**Service Charge $ 

Interest Rate 


Taxes 

Unpaid Balance 

$ 

Interest & Principal 

Current Tax Escrow 
Balance 

$ 

TOTAL PAYMENT: 

Current Escrow 

$ 


Requirement 




*Funds held in escrow are not refunded and should be taken 
into consideration at settlement. However, if monthly tax 
escrow amount is insufficient to pay future tax bills, the 
new owner is required to pay the additional amount. 

**If the Security Instrument provides for a Mortgage Insuran 
Premium (MIP) , the homeowner is obligated to pay a monthly 
Service Charge in place of MIP. The Service Charge is 
computed against the unpaid principal balance; therefore, 
the mortgage is kept current, the principal balance and tt 
Service Charge are reduced each month, resulting in a 
slightly lower monthly payment in subsequent months. 
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The following amount must be paid to bring the mortgage 
current through ( See note below ) . 

Principal 5 

Interest 

Escrow Required 

Service Charge 

Tax Advance 

Other Advances j 

Interest on Advances 


Total Amount Due: $ 

The above amount must be paid by a Certified or Cashier's 
Check to "Department of Housing and Urban Development" and sent 
to our Office in the enclosed pre-addressed envelope. The 
Account Number must be noted on the check for identification. 

You must also send a copy of the Recorded Deed and Letter signed 
by the seller (s) authorizing transfer of escrow funds. HUD does 
not provide forms for an assumption of a mortgage so there is no 
charge . 

Your monthly payments are due on the first of each month . 
You will receive a bill and pre-addressed envelope for sending 
your monthly payments to our designated lockbox in Atlanta, 
Georgia. THE PURCHASER IS DIRECTLY RESPONSIBLE FOR KEEPING 
HAZARD INSURANCE COVERAGE? HUD does not escrow for hazard 
insurance. 

This information may change subject to uncollectibles from 
the previous owner or for additional taxes and foreclosure 
expenses paid by HUD or for other costs incurred but not posted 
against the account. 

If you have any questions .... 


NOTE: Field offices should insert the date of the last day of 

the month prior to the month when the account will be brought 
current. For example: Enter June 30 for an account that will be 
brought current on July 1. Note that this bring-current amount 
does not include the next monthly payment which would be due on 
the first of the month. 



•> * 
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jFnCE OF TT<E ASSISTANT SECRETARY FOR 

HOUSING FEDERAL tK)USING COMMISSIONER SAMPLE PAYOFF LETTER 


Dear 

Account No. 


FHA Case No. 


This is in response to your request of for 

the amount to pay the subject mortgage in full. 

The amount needed to pay the mortgage in full is as follows 

1, Principal Balance $ 

2. Interest Due 


3. Late Charge Due 

4. Returned Check Charge 

5. Advance Amount 


6. Advance Interest 


7. Service Charge 

8, Taxes Paid But Not Posted 


9. Escrow Applied 

10 , Net Amount Due as of ? 

If the mortgage is not paid in full 

$ ^must be added to 

until it is paid in full, 

diem interest of ? , 

? , and per diem int< 

Payment must be made by Cashier’s or Certified Check to 
“Department of Housing and Urban Development” . A pre-addressed 
envelope is enclosed for sending this payment to our Office. 
Upon receipt of the amount to pay the mortgage in full, we will 
ask our Accounting Office to take appropriate steps to satisfy 
the mortgage. 

This information may change subject to uncollectibles from 
the previous owner or for additional taxes and foreclosure 
expenses paid by HUD or for other costs incurred but not posted 
against the account. 

If you have any questions 


• # * 
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The following amount must be paid to bring the mortgage 
current through ( See note below ) . 

Principal $ 

Interest 

Escrow Required 

Service Charge 

Tax Advance 

Other Advances I 
Interest on Advances 


Total Amount Due: $ 

The above amount must be paid by a Certified or Cashier's 
Check to "Department of Housing and Urban Development" and sent 
to our Office in the enclosed pre-addressed envelope. The 
Account Number must be noted on the check for identification. 

You must also send a copy of the Recorded Deed and Letter signed 
by the seller (s) authorizing transfer of escrow funds. HUD does 
not provide forms for an assumption of a mortgage so there is no 
charge. 

Your monthly payments are due on the first of each month . 
You will receive a bill and pre~addressed envelope for sending 
your monthly payments to our designated lockbox in Atlanta, 
Georgia. THE PURCHASER IS DIRECTLY RESPONSIBLE FOR KEEPING 
HAZARD INSURANCE COVERAGE; HUD does not escrow for hazard 
insurance. 

This information may change subject to uncollectibles from 
the previous owner or for additional taxes and foreclosure 
expenses paid by HUD or for other costs incurred but not posted 
against the account. 

If you have any questions .... 


NOTE: Field offices should insert the date of the last day of 

the month prior to the month when the account will be brought 
current. For example: Enter June 30 for an account that will be 
brought current on July 1. Note that this bring-current amount 
does not include the next monthly payment which would be due on 
the first of the month. 



^ * 


* *’ 
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jl'FlCE OP T>1E assistant SECRETARY FOR 

HO'isiMT, federal nousiNGCOMMissioNER SAMPLE PAYOFF LETTER 


Dear 


Account No. 


FHA Case No. 

This is in response to your request of for 

the amount to pay the subject mortgage in full. 

The amount needed to pay the mortgage in full is as follows: 


1. Principal Balance $ 

2. Interest Due 


3. Late Charge Due 

4. Returned Check Charge 

5 . Advance Amount 
6» Advance Interest 


7. Service Charge 

8. Taxes Paid But Not Posted 


9* Escrow Applied 
10. Net Amount Due as of 


If the mortgage is not paid in full by ■ ^ 

$ must be added to the above amount for each day 


until it is paid in full 

diem interest of $ , ^ 

$ , and per diem interest on advances of 9 


This daily amount is based on pei 
, per diem service charge of 


payment must be made by Cashier's or g!l®aLessed 

^h^ifry^fnt-to oL office 

the mortgage. 


This information may change subject 
the previous owner or for additional taxes and _^ ol°su 
expenses paid by HUD or for other costs i nourra^HI 
against the account. 


If you have any questions 


• • • « 
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Jane Doe has called the Field Office because she received a 
bill for April 1984 showing a past due amount of $105.83. 

Ms. Doe's account is a 221(g)(4) automatic assignment. She 
was notified by her lender tb make her payments to HUD 
beginning with the June 1 , 1983 payment. Her payments to 
the mortgagee were $90 so she began making payments to HUD 
of $90 in June. She received her first bill in late 
September for the October payment. The billing was for 
$71.15 for October and a delinquency of $284.60, Her bills 
have consistently shown a delinquency since then although 
she has continued to pay the amount due for the current 
month as billed except in February when the Field Office 
gave her different instructions. Your records verify that 
you received the June, July, August and September payments 
of $90 and sent them to the lockbox with the FHA Case > 
Number on the check since there was no account number in 
Thrift. You must determine why there is still a 
delinquency to be able to request the Service Center to 
correct the problem. 

On LNS2 (Page 6, as of this Appendix) you will find the 
amount of the P&I payment ($54.97) and the tax escrow 
payment ,($13.38) for a total of $68.35 plus service charge 
which will be less than $3 a month. To assist you in your 
analysis, make copies of both the Loan History (HSTY) and 
the Receivable (RRCV) Screens, Pages 6 thru 10 of this 
Appendix are these screens for Jane Doe's account. You can 
see that the RECV screen does show principal and interest 
due of $71.07. You will need to review the History to 
account for the additional $34.76 on the bill. 

Referring to the History, you will find a record of 
everything that has happened on this account. The 
transactions are grouped and identified by date by letter. 
Group A is the first two entries for the set-up of the 
account on September 17, 1983. 

The transaction numbers 308 and 333 tell you that these 
were initial disbursements. The UPB at the time of 
assignment was $6719.67. 

When the loan was set up the principal and interest 
paid-to-dates were set by a 257 transaction. Since this 
transaction does not involve cash it does not appear on the 
History. The RECV screen will show you the first payment 
due to HUD was June 1, 1983; therefore, the principal paid 
to date was June 1 . Since the account was not set up until 
September 17, the System created receivables for the June, 
July, August and September payments on the night of the 

17th. 


App(?nf] i X 25 
Page 2 


Group B IS the next transaction recorded on the account 
dated September 30, 1983 and Is a 310 payment transaction. 
Note that there are b transaction sequence numbers tor this 
one payment and that the first five have a flag ot 80, to 
let you Know that more transactions that payment 
to I low. 

I he ILIO iUilA tells us that this payment was entered by 
OFA, not through the lockbox. It is also a payment for 
$90, which is more than the payment due to HUD. Ms. Doe 
was previously making insurance payments to the mortgagee. 
This is clearly one ot the back payments Ms. Doe sent in to 
your office tor the months of June through September. The 
system provides no means ot identifying the payment but you 
can assume it is the June payment. Because we no longer 
apply full payments, this payment was applied as follows: 

TSN - $11. 2U to service charge for June - September 
(field code 033 ) 

TSN 0U3 - $13.38 to escrow tor June (field code UU<i) 

ISN UU4 - $13.38 to escrow for July 

TSN 005 - $13.38 to escrow for August 

TSN 006 “ $13,38 to escrow for September 

TSN 00/ - to interest for June (field code 00/) 

The next 310 payment transaction (Group C) was processed on 
October 11, 1983. This one has a TLID of 0000 indicating 
It was a payment sent to the lockbox. The amount of the 
payment is the $71.15 we billed Ms. Doe for October so this 
is her regular October payment. 

This payment was applied as follows: 

TSN 008 - $ k:.80 to service charge tor October (field 
code 033) 

TSN 009 - $13.38 to escrow for October (field code 002) 

TSN 010 - $ 4.12 to liquidate the balance ot interest for 
June (field code 00/) 

TSN Oil - $29.40 to interest for July 
TSN 012 - $21,45 to interest for August, 

The next transaction (Group D) is another 310 on 

October 14, 1983. This is another OFA transaction for $90. 

This can be assumed to be Ms. Doe's July payment. 

This transaction shows application to principal for the 
first time on TSN ' 016 . 

I he next transaction (Group E) on November 2 , 1983 is the 
lockbox transaction for the regular November payment. 

Although more principal has been applied, there is still 
principal owing for part ot July and all subsequent months. 
The interest for November has been reduced slightly because 
ot the, payment to principal in October. 
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I he next series ot transactions (Group p) represent tax 
payments and were pertormed by OFA tellers. 

This property has two tax parcels. TSN 022 is a 243 
transaction to disburse a tax payment of $6.9/, Since the 
escrow balance as ot Decern be r 3 was $80. 2a, tms left 
$73.31 In the account. The second bill was for $76.81. To 
permit the 243 transaction to process, a 3b0 adjustment 
transaction was generated by the system (TLIO 090T 
indicates a system generated transaction) to advance $3.50 
to the escrow account. 

(CR-002) and create a tax aavance or $d.bO (SB-027). It 
also reduced the escrow receivable for December by $3.50 to 
$9.88. The 243 disbursement was then performed for the 
$76.81 . 

The next transaction (Group 6) is a 310 paymen t from the 
lockbox on December 6, 1983 for the mortgagor's payment ot 
$71.13. 

This transaction liquidated the tax advance (TSN U2b) and 
the service charge, escrow and interest for December. It 
also paid the remainder ot July principal and part ot 
August . 

The next transaction (Group H) is another 3iu tor $90 on 
December 14, 1983 processed by OFA* 

This transaction liquidated the remainder of August 
principal, September, October, November and part of 
December. At this point, the account was delinquent only 
$14.60 tor part ot December principal. 

It can be assumed that this was the August payment, leaving 
the September payment unaccounted for. 

On January 6, 1984, the mortgagor's January payment of 
$71.08 was applied through the lockbox (Group I), 

It was applied to January service charge, escrow, and the 
remainder ot December principal and paid $11.69 of the 
Jan u ary principal . 
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The next transaction (Group J) xs a $14,60 is payment 
from the mortgagor from the lockbox on a 310 transaction on 
February 3 . 

Referring back to TSN 039 on January 6, $14.60 is the amount 
past due for Deceiaber which appeared on the January bill. 

Because the field staff knew another payment was missing, they 
advised the mortgagor to pay only that delinquency in February. 
Since the missing payment has not been applied, this payment 
liquidated only the service charge and part of the escrow. 

The mortgagor ' s March payment of $11 .07 to the lockbox was 
processed with a 310 on March 6 , 1984 (Group K) . 

This payment paid service charge for March, escrow for the 
balance of February and March, and interest for February and 
$24.91 of the $28.56 for March interest, leaving principal due 
for part of January, February and March and $3.65 due for March 
inheres t . 

The final series of transactions (Group L) on the account 
represent the second half tax payments. Two bills were received 
for $77.72 and $7.06. Since the escrow balance was $50,02 HUD 
had to advance funds to pay the bills. 

The 350 transaction on March 17, 1974 created a tax advance 
of $27.70 to pay the first bill of $77.72, A second 350 (TSN 
050 ) created on advance of $7 .06 to pay the second bill . This 
leaves the account with a total advance of $34.76. Added to the 
71,02 on the RECV screen, this accounts for the 105.83 past due 
on the April bill. 
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At this point, you must decide what to ask the Service 
Center to do and what to tell the mortgagor. The first 
question to answer is whether the mortgagor really owes HUD 
anything. The payments due and amounts paid on the account 
were as follows; 


June 

Due 

$71.15 

Paid 

$90 

Difference 
+ $18.85 

July 

71.15 

90 

+ 18.85 

August 

71.15 

90 

+ 18.85 

September 

71.15 

90 

+ 18.85 

October 

71.15 

71,15 

0 

November 

71.14 

71.14 

0 

December 

71.13 

71.13 

0 

January 

71.08 

71.08 

0 

February 

71.07 

14.60 

- 56.47 

March 

71.07 

71.07 

0 


The total difference between the billed amounts and the 
amounts paid is $18.9 3. However, HUD also advanced funds 
for taxes in the amounts of $3,50 in December, and $34.76 
in March. The $3.50 in December was included as part of 
the escrow receivable in December but the $34,76 must be 
added to the amounts billed. The mortgagor actually owes 
$15,83 ($34.76 minus the extra $18.93 paid). The 
difference between the $105.83 billed and the amount owed 
is the $90 payment which was not credited. For your 
information, Appendix 25-7 is a sample of the RECV screen 
showing all amounts as they were actually billed (R-1). 

You should call the Service Center and be prepared to tell 
them when the four payments were mailed to the lockbox. If 
any could have been mailed without an PHA Case Number, you 
should have available any other information which could 
help identify the remittance (bank name and number of 
check, name on the check, etc.). You should also ask OFA 
to check the claims records to determine if the mortgagee 
assigned escrow funds to HUD which might liquidate the tax 
advance. If there are no escrow funds unaccounted for, you 
must advise the mortgagor to pay the $15.83. 
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LNS2 


lQrLN3e-Q700 LOAN APPLICATION ACCT 0700 

DATE 03/2H/6- 

STAl L DUE DATE 01 PROP CLASS PROP TYPE PURPOSE 

E PAY OPT 00 1 

E PAY PEN PAY TYPE 1 PAPCT PPIN PAY MODE 2 INTER PAY NOD 2 

I AMT 5A.97 ESCROW 13,38 R/R AMT LATE CHRG 2.000 

RUXCECHRG0PT001 L/CPLAT011L^COPTQ03 

BCR CONSTANTS /ESCROW- 1 -13.38 EBCR0W*-2 ESCROW-3 


10/317 TXN APPLICATION AS213 

SCR ANAL BLCT NX ESCR ANL DT FHA/VA CASE 3D 18321 

JFMAMJJASOND HUD NUN 0035 

OILIS STATE COUNTY CITY MAPSCO SMBA TRACT 

DG PURPOSE STORIES UNITS CARS ROOMS BATH 

TRA CODES i1-ia 2-1-H8 

31-33 A1-A7 

OPERTY AGE 1ST LOT SIZE 2ND LOT SIZE MAIN BLDG ' 


'N-MAIN SQ OCUPY P.URP ORG SALE DTE 

.ST APPR DT LAST INSP DT REINSP FREQ ORG SL AMT 

,1N BLDG OTH IMPR LOT VALUE TOTAL APPR 

MaA5 *- IQ COMPLETE 
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R - 1 


r 

//IQ 

i,RECV,0700 


LOAN 

RECEIVABLES 


ACCT 070 

MORE 





DATE APR 

SEQ 

DUE DATE 

PRINCIPAL 

INTEREST 

ESCROW 1 

SERV CHG 

ESCROW 3 

STS 

RCU INDC 

LATE CHRG 

RTN CHEK 

REPL RSV 


ESC SHRT 

001 

JUN01 , 83 

25.57 

29. 4G 

13.38 

2.80 


t 

1 3 

0 .00 

0,00 




002 

JUL01 r83 

25.57 

29.40 

13.38 

2.80 


1 

1 3 

0.00 

0.00 




003 

AUG01 r83 

25.57 

29,40 

13.38 

2,80 


1 

1 3 

0.00 

0.00 




OOA 

SEP01 .83 

25.57 

29.40 

13.38 

2.80 


1 

i 3 

0,00 

0.00 




005 

0CT01 , 83 

25 .57 

29,40 

13.38 

2,80 


1 

1 3 

0 . 00 

0.00 




DOS 

NOVO 1 .83 

25.67 

29.30 

13.38 

2,79 


1 

1 3 

0.00 

0.00 




//IQ 

,RECV,0700 


LOAN 

RECEIVABLES 


ACCT 070 







DATE APR 

SEQ 

DUE DATE 

Pr INCIPAL 

INTEREST 

ESCROW 1 

SERV CKG 

ESCROW 3 

STS 

RCV INDC 

LATE CHRG 

RTN CHEK 

REPL RSV 


ESC SHRT 

DQ7 

DEC01 . 83 

25.79 

29.18 

13.38* 

2,78 


1 

1 3 

0,00 

0 . 00 




ips 

JAN01 , 8A 

25.29 

28,68 

13.38 

2.73 


1 ^ 

1 3 

0 . 00 

0.00 




709 

FEBO 1 .6^ 

2 6.41 

28.56 

13.38 

2.72 


1 

1 3 

0.00 

0.00 




'MO 

MARO t .64 

26.41 

28.56 

13.38 

2,72 


1 

1 3 

0.00 

0 . 00 





M135 


IQ COMPLETE 


* Reduced to 9 . 88 on Dec 



Airmy.x Vi 

8 


' L j 

~ E : / • 0 ?Q0 


L 0 A n 

PECEIVABLES 

MOPE 





-.Fji 

:'‘UE 0-iTE 

r P I M C I P A L 

iMTEPEST 

ESCROW 1 


PCU PI DC 

LATE CHRG 

PTM :hek 

PEPL R57 

nn 1 

tlJflO ! . 83 

0 . 00 

0 . 00 

Q.OQ 

\ 

1 

0.00 

0.00 


OOP 

lULQ 5 • 3 3 

0.00 

0.00 

0.00 

1 

1 

0.00 

0 . OQ 


no 3 

AUGO 1,83 

0.00 

0,00 

0.00 

1 

1 1 

0 . DO 

Li.no 


noA 

-.FPO' 8 3 

0 . GO 

0 . OQ 

0.00 

1 

! ^ 

0 . 00 

0 . OQ 


OO'S 

OCTO 1.33 

0 .00 

0.00 

0.00 

1 

1 1 

0,00 

O.GO 


nf36 

NOVO I . 83 

0 .00 

Q .00 

0.00 

1 

I 3 

0.00 

0.00 


/ / IQ 

. PECV. Q700 


LOAN 

RECEIVABLES 

ERG 

HUE date 

PR INC IP al 

INTEREST 

ESCROW 1 

BTS 

RCU IMDC 

LATE CPRG 

RTN CHEK 

REPL RSV 

n07 

nh"CQ I • 83 

0 .00 

0.00 

0,00 

i 

I 3 

0 .00 

0.00 


fioa 

JANO I , aA 

lA.ao 

0.00 

b.OQ 

1 

IS 

0 . 00 

0.00 


nr)9 

FEBO t.3A 

26 .A I 

0.00 

0.00 

1 

IE 

0 .00 

0.00 


n 10 

MAPQ I , 6A 

26 . A 1 

3.65 

0,00 

1 

I p 

0.00 

0,00 



ESCROW ^ 
HiJD PYMT 


ESCROW ^ 
HUD PYMT 


ACCT 0703 

DATE f-M P S 1 i 
ESCROW 3 
ESC SWPT 


ACCT 0700 
DATE HAR2 I . 8 
ESCROW 3 
ESC SHRT 


APPENDIX 25 
Pa^G 9 


nQ\ .34 IPTD DEC01 -33 ^ 

TI.ID DATE 


07PA SEP17.a3 308 00 000 
072A 3EPI7,33 333 00 00 t 


inZA 'riEP 30.32 3 10 80 002 
(ri.2A 33^^30 -33 3 10 8 0 003 
102 4 20.83 3 10 80 004 

! -j- - ?E^:0 33 2 10 80 005 
102- 2EP 20,83 3 10 80 006 

-PP3Q.53 3 ]0 OQ 007 

rjnno O-:! 11,83 310 80 003 
00 00 OCT 1 1 , 83 3 10 8 0 009 
••^noo 0CT1I.83 310 80 010 
0000 OCT 1 1 . 63 3 10 3 0 011 
.2000 OCT 11.33 3 10 DO 012 


i jiA 00T1 h* 82 210 80 Ol3 
I -lA OCT I4r83 3 10 3 0 0 14 
::a !^,3 3 3 lO io otY 

;i 7 A :.rT14.33 310 00 016 


2000 IIOVOHrSl 3 10 8 0 0 17 
nnoo MOV 02. 8 3 310 80 018 
.•UDO MOV 02, 3 3 3 10 80 0 19 
..lOO MO /O 2* 3 3 3 10 80 020 
•V.i.O M0V02,a3 3 10 QO 02 1 


090A DEC 0 3. 8 3 2 43 00 022 


THRIFT HISTORY INQUIRY 


LOAM 

DISB 


MI3C 
MI5C 
MI SC 
MISC 
MISC 
MISC 
LOAN 


MISC 

MISC 

MISC 

MISC 

MISC 

LOAN 


MISC 
M I ^C_ 
MI3C~ 
MISC 


MARKS ___ 


COMMITTMENT 

FUNDS 899999^ TYPE 001 


RECEIPT/FLD COOP 022 
PECEIPT/FLD C'}nE-002 
RECEIPT/FLD C'^DE“002 
RECEIPT/FLD CODE-OQE 
RECEIPT/FLD CODE-OOH 
RECEIPT/FLD C0DE-Q07 
PAYMENT TSN 002/QQ7 
RECEIPT/FLO C0DE~033 
RECEIPT/FLD CODE-002 
RECEIPT/FLO COPE-007 
RECEIPT/FLD CODE-007 
RECEIPT/FLD C.0DE~Q07 
payment TSN 008/0 12 




R_EC_EIPT/FLD CODE-007 
PECEIPT/FLD /'•''■rE-QO"' 
RECEIPT/FLD CODE-QO 1 


r.QQT r.P.:03,8 3 3 50 00 023 
O^DA r. EC 03- 8 3 243 00 024 

CiO'C 0 '^■'c'cTo ,83 310 & 0 "025 ' 
-*000 r.^C06.83 3 10 80.026 
OOnO i:ECa.6.8 3 3 10 80' 027 
’’ 1 0 , n o T t' , 0 7 u u 
ORE 

MOP T M A M Q 

SES YR PB 6554,96+ BEG 
TLIO pate TXN FL TSN 
nnno 0^:0 0 6,8 3 3 10 so 028 
0000 DECa6,33 310 80 029 
COCO DEC06r33 310 00 030 

1 0 3 A D E •: I 4 . 8 f 31 0 8 0 03 1 
iri3A DEC 14,83 3 10 30 032 
1Q3A DEC 14.83 310 80' 033 
OT^A DEC 14,83 3 lO SO 034 
103A DEC14,83 310 QO 035' 


MISC RECEIPT/FLD CODE-033 
MISC RECEIPT/FLD C0DE~002 
MISC RECEIPT/FLD CODE-007 
MISC RECEIPT/FLD C0DE~00 I 
MISC RECEIPT/FLD CGOE-00 I 
OAN PAYMENT TSN Q 17/02 1 


DISB FL^NDS 0001962 TYPt 002 
ESCR, TYPE- 12 REQMNT BEO-000 
ADJ/FLD CODES, 02-002 DB-027 

DISB FUNDS 0001963 TYPE 002 
ESCR. TYPE-12 REQMNT 3EQ-001 
Til'S C'‘'TCCn P T / F L'i3""ro^r^7 
MISC PECEIPT/FLD CODE-033 
MISC RECEIPT/FLD CODE-OOE 

THRIFT HISTvR/ : 


67 19 
67 1^ 


I I 


29 . A0-. 
'^1 . n 


2,79 + 

1 3 . 38 + 

2 9 , 3Q-r 

2 . 3 E - 
23 . 35 - 
/ I , 14 + 


3,50- 
■^6 . 3 I + 

y. 5 0 +i 
3 , ” 5 + 


niTP htAP^ 


YR E8 9,83+ PPTD JA 

REMARKS 

MISC RECEIPT/FLD C0DE~0O7 
MISC RECEIPT/FLD, CODE-00 1 
MISC RECEIPT/FLD CODE-001 
LOAN PAYMENT TSN 025 /Q3Q 
MISC RECEIPT/FLD CODE-OG1 
MISC RECJ_IPT/FLD COOE-OGI 
MISC RECE'fPT/FLD CODE-OOl 
MISC RECEIPT/FLD CODE-OOI 
MISC RECEIPT/FLD CODE-OOl 
LOAN PAYMENT TS N 03 1_/Q.3>. 


9,83+ PPTD JAM01.34 IPTD DECO I 
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'0000 

- 0000 J AMOt .84 
OOr.O J A NO £.8 A 

X ; 0000 j ANO^ 8A 
I 0000 J ANCiA . p i 


□ 000 FEtj05.fiA 
I J Ti 0 ..I F E D u :} • 8 4 


60 036 
80 037 
80 038 
80 039 
00 OAG 


6 0 OA t 
00 OAE 


MISC RECEIPT/FLD CODE-033 
MISC RECElPTyFLD CODE-D02 
MI5C RECEIPT/FLD CODE-007 
MISC RECEIPT/FLD CODE-OOt 
NISC RECEIPT/FLD CODE-00 i 
LOAN PAYMENT TSN 036/0A0 

PRIM “ ESCR .BAL TD 

MISC RECEIPT/FLD CODE-033 

MISC feceipt/'fld code -doe 

LOAN pAVHENT TSN 04 1 /QAE 




nn 04? ADJ/FLD CODES- CP-D02 


iri:^A NAf: 17. 8A 2;3 OO DA" 


102T MASjT.P.u 350 00 050 


//IQ . H5T «■ , 0700 

SHORT NAME 
F?EG YP PE 6554 

TLID DATE T 5( N 
1103A MAP 17,84 243 


PPIN - E5CP BAL TD 

DISB FUNDS 00032‘’3 TYPE 002 

ESCR, TYPE- It REQMNT 5E0-n02 

PPIN - ESCR BAL TD 

ADJ/FLD CODES, CR-002 D8-027 

PPIN - E5CP BAL TD 

THRIFT HISTORY INQUIPV 


2S 
14 
1 I 
7 i 
6526 
c 
I 1 

1 4 


.73 + 
.38 + 
. £3 + 
.60- 
, 6 *^ • 

. 0 3 ► 
. 67 + 
. 7 E + 
. 83 - 

. 4 ? 0 
.4 + 


0000 

MAS r. 4 . 8 m 

3 iO 

80 

043 

MISC 

RECEIPT/FLD 

CODE-033 

2.72- 

0000 

M A ” G £ *84 

3 I 0 

3 0 


MISC 

RECEIPT/FLD 

CODE-002 

1 . 5 0 - 

DOOO 

MAR06.84 

3 lO 

80 

•045 

MISC 

RECEIPT/FLD 

CODE-00‘2 

13.32+ 

□ 000 

MAR 06 • 2 4 

3 to 

80 

046 

MISC 

RECEIPT/FLD 

CODE-007 

28.53+ 

0000 

MARQ6 .8- 

5 to 

00 

047 

MISC 

LOAN 

RECEIPT/FLD CODE-007 
PAYMENT TSN 043/047 

7 1 . C 7 T 


37 
/. S ? ?, 


. c 7 + 

.72 + 


6522 . 6 ''- 
7.06- 
6522 .67-, 

c ~ j : 

DAT? MA= E 


BEG YF EB 9.88+ PPTD JANO 

TSN REMARKS 

051 DISB FUNDS 0003294 TYPE 002 
ESCRr TYPE-ii REQMNT SEQ-003 
PPIN - ESCR BAL TD 


9.88+ PPTD JANnt,84 IPTD DECQ‘-2Z 


7 .06 + 


6528.67+ 


MQES 


T^OMPLETE 


A p [I o n (1 1 X ? li 


RESERVED 
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This attachment sets for the method the System uses to calculate 
delinquencies for Report No, 452, Monthly Inventory and Delinquency Report. 
The words In parentheses on the flow chart below correspond to the fields 
where the date is entered on the report. 

1, The System determines if the Principal Paid-To-Date is greater than the 
date of the report. 


IF YES 

i 

System considers account 
current under the mortgage 
(TOTAL CURRENT) 

i 

System moves to next 
account or end of report 


IF NO 

System subtracts 45 days from 
the "as of" ;date of the report 

1 

Is PPTD greater than the date 
computed by the above action? 


‘-IF YES IF NO 

i 

System considers account 
delinquent under mortgage 
(TOTAL _^^INQUENT) 

2. The System determines if the account contains Condition Code 41, Loan 
Posted for Foreclosure 


r 

3. 


IF YES 

i 

Foreclosure is pending 
(FORECLOSURE IN PROCESS) 

1 

System moves to next account 
or end of report 


IF NO 

i 

System considers the account 
delinquent but not in foreclosure 



The System determines if the account contains Condition Code 83, 
Forbearance Agreement in effect. 


IF NO IF YES 

^ . I . . 

System considers account System considers item 4 

delinquent but not under 

forbearance 

(NO FORBEARANCE AGREEMENT) 

System moves to next account 
or end of report 

47 System determines if the Forbearance agreement is active AT^ if the 
report date is between or equal to the start and end dates of the 
forbearance agreement. 
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If NO 

1 

IF YES 

System considers the 
account delinquent and 
not under forbearance 
agreement. 

1 

System considers the account 
delinquent under the mortgage 
and has active forbearance 

(TOTAL FORBEARANCE AGREEMENTS) 

System moves to next account 
or end of repoft 


1 

5, System repeats step 1 but uses 
the forbearance paid-to date 
to determine if the account 
is current under agreement. 


IF YES 

IF NO 

{CURRENT UNDER AGREEMENT) 

’ 

j. 

System considers account 
delinquent more than 30 days 
(DELINQUENT UNDEOS'REEMENTS) 

— » System moves to next 
or end of report 

account 
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This attachment sets forth the method the System uses to 
calculate delinquencies for Reports No. 429, Status Report, and 
No. 507, Delinquent Report. 


1 • Current Accounts and Delinquent Accounts Not Under 

Forbearance Agreements 

The System divides the total amount due under the note by the 
monthly payment amount under the note. The System determines 
the total amount due by subtracting the next month’s 
receivables . 


2 • For Delinquent Accounts Under Forbearance Agreements 

The System divides the total amount due under the agreement 
by the monthly payment amount under the agreement. The 
System determines the total amount due by subtracting one 
month's payment under the agreement from the amount in the 
TOTAL AMOUNT DUB field on the PORB screen. 


3. The System rounds down the result of the calculation under 
the above two activities. Then the System multiplies the 
result of the rounding down by 30 to determine the number of 
days (30, 60, 90, 90+) delinquent. 


a. TOTAL RECEIVABLES DUE $1', 143. 19 

(from 429 report) 

b. Less next month's receivables ~279 .12 


c. The total amount due is 


864.07 


d. The monthly payment is 144.16 

e. The result of dividing the 
total amount due ($864.07) 

by the monthly payment ($144.16) 
is 5*9 rounded down to 5 


£• S X 30 days equals 
150 days or 


90+ days delinquent 




Dear : 
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Your mortgage company has recently assigned your mortgage to 
this Department. This means that we are now in effect your 
mortgage company. We would like to take this opportunity to give 
you some Information you will need and explain how we will be 
handling your account. 

First your account number is . Always include 

this number with any communication you have with this Department. 
Also, always put this number in the upper central portion of your 
check or money order sent for the monthly mortgage payment. Your 
mortgage payment and the bill stub are, effective with your 
receipt of this letter, to be sent to the following address 
instead of this local HUD Office; 

Payment processing Center 
P.O. Box 105652 
Atlanta, GA 30348 

NO OTHER COMMUNICATION is to be sent to the above address 
because it will not receive a response as the Payment Processing 
center is a bank under contract with HUD to process payments. It 
is not a HUD office. If you ever have any questions or need to 
communicate with this Department please contact this office. You 
may contact / Chief, Loan Management 

Branch whose address and telephone number are as follows: 


Any letters sent to our Headquarter^ office in Washingto n 
will be rej.eiieu uu rnis ottice for resolution ot an^ 

Tnrs means that the resolution of the matter will be delaye 
you write to wasnxngton. 

Huu wan not escrow money fo r vour hazard insgr^ _ p^ as your 
previous mortgage company did; however, you will still be 
responsible for maintaining your homeowners ^^^urance. Your new 

payment without the insurance is per month. Th 

allow you to set funds aside to pay the insurance 

they become due. We will continue to escrow funds to pay your 

real estate taxes when they become due. 
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Sometimes after a mortgage company assigns a mortgage to us , 
delays occur in their transfer of escrow funds . If taxes are 
owed, HUD will pay them regardless of whether or not the funds 
have been received from your former mortgage company. If the 
funds have not been received your account will show as 
delinquent, and you will get a delinquency notice even if you 
have made your correct payments on time. We know this will be 
disturbing to you but these notices are automatically generated 
until the escrow funds are received from your fonner mortgage 
company. If you have made the correct payments on time and 
sufficient funds were in your escrow account with the mortgage 
company you will not be penalized. Simply notify us if you 
believe your account has been misstated. Please be aware that it 
may take several months for the situation to be corrected. 

Also, if we receive a mortgage payment before the first day 
of th^gionthV our computer syst^ will credit it to reduce the 
principal balance of the mortgage, but you will not receive 
cr^it for having made a mortgage payment, and you will receive a 
delinquency notice . For example, if the May payment is received 
April 30, your mortgage will be reduced but you will not receive 
credit for having made a mortgage payment in May. If this 
happens to you please call or write this office so we may make 
the appropriate adjustment to your account. We are trying to 
correct this situation? however, until the correction can be made 
we ask for your understanding and patience. Although your 
mortgage payment is due on the first day of the month, one way to 
help us is to not mail your monthly mortgage payment until the 
first day of the month in which it Is due. You will not be 
assessed a late charge if we receive your payment before the 17th 
of the month in which it is due. 

If you have any questions call or write us and be sure to 
include your account number. 



GLOSSARY 


Access , Direct 

Alphanumeric 

Amount Delinquent 
Mortgage 

CAPS Lock Key 

Character 

Clear (CLR) 

Command 

Condition Code 
Console 

Conversation 

CPU 


Pertaining to the process of obtainino 
data from or placing data into storage 
(System) where the time required for such 
access is independent of the location of 
the data most recently obtained or placed 
in storage (accessed) 


The set of all alphabetic and numeric 
characters. A contraction for alphabetic 
and numeric. A set of alphanumeric 
characters will usually include soecial 
characters such as the dollar sign and 
comma . 

Total calculated amount that a mortgagor 
is delinquent on his indebtedness. 

When pressed down, capitalizes all 
alphabetic keys. It does not affect 
numeric keys. THIS KEY SHOULD ALWAYS 
REMAIN IN A DOWN POSITION . 

A letter, digit or other symbol that is 
used as part of the organization, control 
or representation of data. 


A key on the CRT that discontinues 
conversation and removes all CRT display. 

The precise information entered at a 
terminal to perform a specific function. 

Code denoting certain characteristics of a 
loan. 

The control panel used by the computer 
operator. It typically contains a 
typewriter or visual display for operator 
communications and may contain register 
displays, switches, etc. 

Communications between the System and the 
User 

The device containing the arithmetic unit, 
control unit, and main memory. Also 
referred to as MAINFRAME. 



CRT 


Cursor 


Cursor Movement Keys 

Data Base 

Data Bank 

Decima 1 Percentage 

Display Only 
Dollars , Cents 

Dollars Only 

Erase EOP/EOL 
(End of Print/End 
of Line) 

Escrow Balance 
Miscellaneous 

Field 


Cathode Ray Tube display device. The 
television tube used to display pictures 
or characters, and thus by extension, a 
computer terminal which uses a CRT. 


(1) A special symbol appearing on video 
displays ( screens > which indica tes the 
position of the next character to be 
inserted or deleted. (2) when a form 
displayed for data entry, the position of 
the cursor indicates where you are to 
start entering the data. 


Keys which move/pos ition the cursor to 
location within the data entry fields 
form on the screen. 


ar.' 

on 


integrated file of data used by many 
processing applications for central 
access, retrieval and update. 

h comprehensive collection of libraries c 
data . 


Indicates the field must be numeric and 
must contain two whole numbers and three 
decimal positions (ex: 12-1/2 s= 12,500 ), 
or a total of 6 positions. 

Indicates the field cannot be entered ar 
is for information only 

Indicates the field must be numeric and 
must contain two decimal positions 
(ex: S12345.25 = $12345.25) (It is not 
necessary to enter $ ) 

Indicates the field must be nunteric anc 
does not contain a decimal 
(exf $12345.25 * $12345) (It is not 
necessary to enter $ ) 

A CRT key used to erase from the posit 
of the cursor to the end of the field * 


The amount of funds available for the 
miscellaneous escrow account, 

A specified area used for a particula 
category of data. 


/I 
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File Mainte 

Flag 

Forbearance 

Pattern 

Foreclosure 

Forbearance 

Date 

Forbearance 
tion Date 

F oreclosure 

Format 
Genera lized 

Home Cursor 

Inquiry 

Interest on 

Keyboard 


Ta nee 


Amount 


Cost 


Start 


Expira - 


Method used for inputing new field 
information or changing existing 
information on the system, or deleting 
information . 

A method of identifying special 
characteristics of an account to the 
sys tern. 

The amount of payment agreed upon with a 
mortgagor under a forbearance agreement. 

Costs incurred by HUD to foreclose on 
assigned mortgages and PMM*e. 

The date on which a forbearance agreement 
starts, always the first day of the 
month . 

Date on which a forbearance agreement 
ends. Must be the last day of the month 
(should be the same date as the 
notification date on the Loan Monitor 
Tra iler ) . 


Date Date on which an assigned mortgage or PMK 

is foreclosed by HUD, 

The arrangement of data. 

Reporting Provides the capability to design special 
reports via the on-line terminal and to 
receive them, along with the regular daily 
reports. (Restricted to Headquarters Use) 

Field offices may request the Service Center 
to produce these reports. 


This key (HOME) positions the cursor in 
the upper left hand corner of the first 
data entry field on the screen in order to 
permit the beginning of data entry. 

Allows the user to request information 
through a terminal in a given format by 
entering the proper command. 

Advance The amount of interest due HUD for 

advances made to mortgagor's account to 
cover escrow shortage (computed at 
mortgage note rate), 

A group of buttons on a pad used to input 
information into a computer system. 
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Line printer 

Log ON 

Log Off 
Main Frame 

Memo Fields 

Mortgage Paid 
Through Date 

Numeric 

On-Line 

Password 

Payoff Amount 
Payoff Date 

Peripheral 


A printer, attached to the terminal, which 
is capable of printing the screen 
displayed on the CRT (NOTE: this will 
enable field office users to print the 
various loan screens for further review of 
the case status or to document the case 
file) . 

To access the system/terminal using proper 
codes . 

To conclude use of the system/terminal. 

The main portion of the computer, 
including the CPU, memory and peripheral 
interfaces. Also, a large computer. 

Allows the user to process funds through 
these fields without affecting any other 
processing , 

Latest scheduled due date for which a 
full principal and interest payment has 
been credited. 

The field can contain only the zero, 
through nine , 

Under the control of, and connected to the 
central processing unit. 

A restricted code that must be entered to 
allow file maintenance of certain fields. 
Also, a unique sequence of alphanun^ric 
characters assigned to the user of a 
computer system for identification and 
security purposes. 


The total amount calculated to pay off a 
mortgage or note. 

The date as of which a mortgagor or his 
representative (real estate agent) has 
requested the amount to satisfy the 
mortgage . 

Any device connected to a computer which 
is to some degree controlled by the 
computer. 
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Florid 

purae 

Reason 

Reo'jit's^ Fields 

Rev^J^sal AJmount 
Screen 

Seq\)ence. Number 
Set Upr /account 

Status Codes 
System Generated 

subsidy Recertifi- 
cation Date 

Tax Authority 
property XD 

Tax Payment Date 

Teller 


Describes a means of specifying areas of a 
CRT screen which cannot be modified by 
direct keyboard entries from the operator. 


Permanently removing from the System. 

Why loan was approved or rejected (code 
always ” 90 ” indicating approval). 

Fields that must be entered in order for 
the system to accept the information as 
complete . 

The amount of money which is to be 
reversed on a disbursement to a case. 


A formatted display of information on the 
CRT, 


A unique system generated number which 
identifies the transaction to the system. 
Example: Teller Number 

Refers to the initial entering of account 
information to the system, as at the time 
the assignment acceptance letter is 
issued . 

Codes denoting certain characteristics of 
an account and the current status. 


The system will calculate and enter the 
information as opposed to being entered y 
the user. 

The date the payment is recertified for 
the mortaaaor. 


The Identification assigned to a prw 
by « taxing authority. Oaed to obtaii 
i 1 i M f M V i nd author i t les ■ 


The date on which the last payment fo. 
taxes was made. 

U) An individual authorized access t 
System » 
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Tel ler Termina 1 

Terminal ( s ) 

Text Entry Keys 


Tra Her 
Training Mode 

XMIT (Release/ 
Acknowledge Message) 

VTAM 


A device that accepts teller incut and is 
used by the system to respond to that 
input. 

A point in a system or communication 
network at which data can either enter or 
leave , 

Keys which are similar to those on a type- 
writer, They display numbers^ letters^ 
symbols or punctuation on the screen and 
they include all keys that type alphabetic 
characters, two sets of numbers and 
special characters such as the asterisk. 
With the exception of the Shift key and 
the CAPS lock key, all text entry keys 
display a character or symbol on the 
screen . 

Portion of a master record used to contain 
variable data. 

Terminals may be operated in the training 
mode to enable the teller to enter various 
new account set-up, file maintenance, 
inquiry or monetary transactions without 
updating actual customer balances or 
information. 


The XMIT key signals the workstation to 
transfer the controls of the current 
screen display to THRIFT for processing. 
Pressing XMIT also acknowledges all System 
messages that require acknowledgement. 


Virtual Teleprocessing Access Method. 



INDEX 


ITEM and PARAGRAPH 

Account Analysis 4-35 

Account Setup - 3-12 

Assigned Mortgages - 4-5A 
Graduated Payment Mortgages - 4-5C 
Other Special Mortgage Instruments - 4-5D 
PMMs - 4-5B 

Timing the setup - 3-13 

Annual Account Statements - 4-21 

Assumptions - 4-10 

Assumption Check - 4-11 

Under Section 235 - 4-13 

Which do not bring account current - 4-12 

Bankruptcy - 4-14 

Bills - 4-24 

Billing Cycle - 4-24D 
Mailing Address - 4-24E 
Problems - 4-246 
Returned Bills - 4-24F 
Screen - 4-24C 

Bring Current - 4-100 

Calculation of Amount - 4-lOD 
Screen - Appendix 28 

Charges --Miscellaneous - 4-19 

Cldlms Reconciliation - 4-6 

Codes 


Field office - 1-9, Appendix 4 
General Ledger - Appendix 3 „ 

Status and Condition - 3-12d(6), Appendix 2 
Tax Type - Appendix 5 


Page No. 
4-40 

3- 13 

4- 2 
4-4 
4-5 
4-3 

3- 17 

4- 25 

4-8 

4-10 

4-11 

4-11 

4-n 

4-28 


4-9 

4-23 

4-5 

1-3 
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ITEM and PARAGRAPH 


PAGE No 


Col 1 ecti ons - 4-25 

Bui k Sales - 4-30 

Certified Funds Requirement - 4-27 
Correspondence - 4-25C 

Daily Collections Report - 4-28, Appendix 19 

Exceptions 4-250 

Field Office Collections - 4-29 

Form HUD-235 - 4-29A 

lockbox - 4-25A 

Returned Checks - 4-25F 

Unapplied Payments - 4-25B 

Commands - 

Financial transactions - 3-7 
Index - Appendix 6 

Customer Information Inquiry (CIFQ) - 3-10 
Cursor - 2-2B 

Damaged Property Account Deactivation - 4-36 
Insurance Proceeds - 4-36F 
Data Entry - 1-4, 

Screens - 3-2 

Trained personnel requirement 1-4A 
Data Base Managers - 1-4B, 1-12 
Problem resolution - 1-13 
Data Correction - 1-5 
Data Retrieval - 1-6 
Dates - 3-4 
Deeds -i n -LI eu - 4-15 
Escrow - 4-33 

Requirements for PMMs - 4-370 
Escrow Analysis - 4-32 


4-30 

4-32 

4-33 

4-31 

4-33 

4-31 

4-33 

4-33 

4-32 

4-32 

4-30 


3-6 


3- 8 
2-1 

4- 40 

4-41 

1-2 

3-1 

1-2 

1-2 , 1-3 

1-5 

1-2 

1-2 

3- 2 

4- 13 
4-39 


4-38 



ITEM and PARAGRAPH 


PAGE No. 


Ferrell Reprocessed Accounts - 4-38 4-47 

Affected Accounts - 4-38a 
Cod i n g - 4- 38R 
Monitoring - 4-38C 

Financial Transactions 3-35 

308A - 3-13 
333A - 3-13 
257J - 3-13 
304A - 3-13 

Field Office Restrictions -4-3 4_1 

Reversals - 1-5 

Forbearance Agreements - 3-13, 4-16 3-17,4-13 

Initial Agreement - 4-16B 4-14 

Lump-sum Payments - 4-16L 4^16 

Minimum Payments - 4-160 4-18 

Modification, Renewal, Termination - 4-16H 4-15 

Monitoring Expiration Dates - 4-16G 4-15 

Section235Accounts-4-16M 4-16 

Setup - 3-13 

Setup after start date has passed - 4-16E 
Special Payment Agreements - 4-16D 

Foreclosure - 4-17 4-19 

Completed - 4-17F 4-20 

Flag on Account - 4-17B 4-19 

Initial Action - 4-17A 4-19 

Sales - 4-17G 

Section 235 - 4-17D 4-20 

Supervisory Action - 4-17D 4-20 

Reinstatement - 4-17D 4-20 

Inactive Accounts - 4-17D 4-20 

Terminations - 4-17E 4-20 

Hazard Insurance and Losses - 4-20 4 

Keyboard - 2-2 

Late Charges - 4-18 

Amount - 4-l,8A 
Condition Code 36 - 4-18B 
Monitoring Trailers - 4-18B 
Special Payment Agreements - 4-lSB 
Waivers - 4-18B 
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ITEM and PARAGRAPH 


PAGE No. 
1-3 


Level -6 Operator - 1-7 


Problems, when to call - 2-6 

Required for System operation - 1-8 

2-9 

1-3 

Lockbox - 4-25A 

4-30 

Address - 4-25H 

4-32 

Log on - 2-4 

2-7 

Log off - 2-5 

2-8 

Name Screen 


Formatting - 3-lOD 

3-11 

Numbers - 3-3 

3-2 

Operating Hours - 1-8 

1-3 

Payment Application - 4-23C 

4-26 

Excess Payments - 4-25G 

4-32 

Payoffs - 4-7 

4-6 

Receipt of Payoff - 4-8 

OFA Processing of Payoffs - 4-9 

4-7 

4-8 

Printing Data - 3-8 

3-7 

Problems 

Resolution - 1-13 

1-5 

Receivables - 4-23 

4-25 

Liquidation of Receivables - 4-23D 

Payment Application -4-23C 

4-27 

4-26 

Reports - Chapter 5 


Section 235 - 4-31 

4-34 

Recertifications -4-31A, C 

Recapture - 4-31F 

Subsidy Billings - 4-31E 

Suspensions -4-31B 

Terminations - 4-31D 

Termination/Suspension 4-31H 
of Subsidy Codes 

4-34/36 

4-36 

4-36 

4-36 

4-36 

4-36 

4-36 
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Screens - 3-2, Appendix 23 


PAGE No. 


Escrow Payee Record - 2-13 
Escrow Requirement Screen - 3-13 
Loan Screen One - 3-13 
Loan Screen Two - 3-13 
Loan Screen Three - 3-13 
Monitoring Screen -3-13 
Name Screen - 3-13 
Releasing a Screen - 3-9 
Section 235 (C235) - 3-13 

Security - 2-3 

Authority levels - 2'-3F 

Obtaining passwords & teller numbers - 2-3G 

Password confidentiality - 2-3H 

Responsibility for - 2-3D 

Restrictions - 2-3B & C 

System access instructions - 2-3H 

Training mode - 3-11 

Unauthorized functions - 2-3H 

User authorizations - 2-3E 

User authorization request list format - 2-3G 

Service Center - 1-5 

Servicing Procedures - Chapter 4 

Field Office Responsibilities - 4-1 
OFA Responsibilities - 4-4 

System Coordinators - 1-4B, 1-12 

Problem resolution - 1-130 

System 

Commands - 3-5 
Dates - 3-4 
Numbers - 3-3 
Account 
Payee 
Teller 

Operating hours - 1-8 


3-lf f 


2-3 


1-2 

4-1 

4-1 

1-1/3 

3-3 

3-2 

3-2 

1-3 
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PAGE No. 
4-41 


Tax Processing - 4-37 

Billing Instructions to Taxing Authorities - 4-370 

Cancelled Checks - 4-37A 

CPPS - Account Numbers on R07CNCA - 4-37C 

Disbursements - 4-37A 

Escrow Requirements for PMMs - 4-37C 

OFA - 4-37A 

Refunds - 4-37A 

Regional Accounting Director - 4-37 


Taxes - 4-37 

4-31 

Tel 1 e rs - 3-6 

3-4 

Acquiring a number - 2-3G 

Closing - 2-5, 3-13 

Deactivating - 3-6E 

Messages - 2-3H 

Opening - 2-4, 3-13 



Opening under security - 2-3H 
Remote close 3-603 
Screens - Appendix 8 
Training teller numbers - 3-6F 


Terminal - 2-1 

2-1 

Training Mode for Terminal - 3-11 

3-12 

Command - 3-5 


Word Processing Capability - 2-7 

2-9 
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